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Microsoft Word 2016 Basics
Formatting: Font and Paragraph
Formatting: Layout and Page

Table

Picture

Inserting and Managing Other Objects
Printing

Creating a Report

Correction and Review

Mail Merge
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5. Picture

Insert Tab
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5. Pictures & Documents

5.1 Inserting picture from files

5.2 Inserting online picture

5.3 Inserting picture from screenshot

5.4 Screen capturing with keyboard shortcut
5.5 Moving and resizing picture

5.6 Picture & wrapping text

5.7 Cropping picture

a0\ MAJYIINEINMSABUNILNDS
*] COMPUTER SCIENCE DEFARTMENT, CMU
. /. Ausdnendas uranetdodestn



5.1 Inserting Picture from Files

2. Click Insert tab

BasicMsWord1 - Word

Design Layout References Mailings Review View O Tell me what you want to do

E D ’% El E“jﬁ @ :-D;z:::Art m-Store W E]% %:::kmark II—-IJ D D @

Cover Blank Page Table] Pictures [Online Shapes oL Screenshot - & My Add-ins . Wikipedia Online (=8 Cross-reference Comment Header Footer Page

Page ~ Page Break = Pictures  ~ Video 7 ~  Number -~ Box ~ Parts ~
Pages Tables Illustrations Add-ins Media Links Comments Header 8 Footer
L From File 1020 3 45 L Bl 789 10 1 1L 1 120 1 130 1 140 1 150 1

v

- Insert pictures from your computer . P , N -
one 7 enszAvlszaunsnin sl iPhone lugauiddnyiian 1B Baaundnan lidnandusziunfesgn

© or from other computers that

- you're connected to. anlvl ezAnsnmmaineuiaian wazuumeesnideulfunuiaawiniiaeiiunlu iPhone dinaandila
r: © Tell me more o AeafaBaans3s aanm iPhone fiadhauaziidduanlafign anviedamuiuazhiinezdiulds uazdl

® sudnsnineueniignasaslsiufinnglu fuvazie iPhone 7 il

° 3. Click Pictures |

1. Position your cursor to where you want to put the picture
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5.1 Inserting Picture from Files (cont.)

4. Select the @ Insert Picture X
picture,s Iocation v ’IP « Pictures » Saved Pictures v O | Search Saved Pictures P
Organize ~ New folder =- [ @

= Pictures b al

5. Select the 5 18 Peppa Pig Bo

piCtu re o old document

Saved Pictures

Word iPadPro iPhone? MacBookPro
@ Microsoft Word

és Dropbox

& OneDrive

6. Click Insert

9 This PC

i

File name: |iPhone7 v !AII Pictures V‘

Tools ¥ Insert v Cancel ‘
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5.1 Inserting Picture from Files (cont.)

Resulting picture inserted into the document, at the where the cursor is

H ©- BasicMsWord1 - Word Picture Tools

File Home Insert Design Layout References Mailings Review View Format Q Tell me what you want to do
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5.2 Inserting Online Picture

2. Click Insert tab

H ©- BasicMsWord1 - Word

File Home Design Layout References Mailings Review View ) Tell me what you want to do

E D .% E @ @ ﬁz:::Ad ﬁStore W E]% %;izjkmark @ D D @ 4 jﬁ&

Cover Blank Page Table Picture§ Online [Shapes . Screenshot - & My Add-ins . Wikipedia Online

[~MEfoss-refaranies Comment Header Footer Page Text Quick WordArt Drop

Page - Page Break & Pictures] ~ Video i ~  Number~ Box~ Parts~ - Cap
Pages Tables lllustrations Add-ins Media Links Comments Header & Footer Text
L Online Pictures 200030145 617189 100 e 1 120 1 130 1 3 115 1 AT 18
Find and insert pictures from a ‘ . s
_ o o 2 . o a o P =] =) 1 o
° variety of online sources. nezsiudszaunisainislian iPhone Tudundndnyige Miagaaundusn idrandusruundeagn

auuulud dsz@ninimmsinauiianias uazuusmesi iaulduiuiaavitireiianly iPhone alnsawmaila

- #ldeasinduanass aann iPhone Aiadsuariidaduanlaiign anvisdamuniuaziniinszsiulds wasd

© guanmnineuenyignsesnaalaiuiinaelu duuazaa iPhone 7 4

3. Select Online Pictures |

1. Position your cursor to where you want to put the picture

MAIYIINYINISADUWILODS
COMPUTER SCIENCE DEPARTMENT, CMU

AOUSINENAIAAS UKIBneauLduatkl




5.2 Inserting Online Picture (cont.)

X
Insert Pictures © 8

Eﬂl Bing Image Search iPhone 7
= Search the web

4. Specify the keywords, then press Enter to search

pictures with Bing Image Search

Sign in with your Microsoft account to insert photos and videos from OneDrive, Flickr, and other sites.
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5.2 Inserting Online Picture (cont.)

b DING  iPhone 7 n -

Size ~ Type ~ Color = Creative Commons only + Clear filters

5. Choose a

picture

y - A\

You are responsible for respecting others' rights, including
copyright. Learn more here.

1 item selected. Insert Cancel

4

I
6. Click Insert
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5.2 Inserting Online Picture (cont.)

Chosen picture will be downloaded and inserted at the cursor

BasicMsWord1 - Word

Home Insert Design Layout References Review View

Mailings

you want to do
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5.3 Inserting Picture from Screenshot

5.3.1 Inserting screenshot from entire screen
In MS Word 2016, we can capture what we see on the screen, such as active windows, into a

screenshot and insert it into the document

H ©9-0 - BasicMsWord1 - Word

File Home Design Layout References Mailings Review View VW Tell me what you want to do

S | p— i | — \ }: SmartArt = oo (5 Link +—| . \\I | |A [ A f
»— L St W P i |- | J o 4 LB =
a —| I L mmigr := har W Store L“ + | Bookmark L - - ﬂ — =l i)

Cover Blank Page Table JPictures Online Shap

Page -~ Page Break Pictures -

Available Windows

& My Add-ins . Wikipedia Or\line 35| Cross-reference Comment Header Footer Page Text Quick WordArt Drop |
s = *  Number~ Box * Parts - Cap

ients Header & Footer Text

Pages Tables lllustragor
L - - Pe b «110 1 12 ) 1131 140 1 4 15 u-_\5-|-17-|lla:
" 1. Click Insert tab — = e
. z | = .
_ F"—
; 2_ Click Screenshot = i el | 3. A" actlve WlndOWS W|"
: appear as selections.
- &+ 2creenshot - PP
. Select one.
o) a. Screen Clipping
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5.3 Inserting Picture from Screenshot (cont.

The screenshot of the window is then inserted into the document

BasicMsWord1

Home Insert Design Layout

References

- Word

Mailings Review

View U Tell me YO

want to do

Z Picture Border =[] Position
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Sign in

pr Share
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5.3 Inserting Picture from Screenshot (cont.)

5.3.2 Capturing part of window with Screen Clipping

H ©-

File Home Layout References Mailings Review View

BEOE F LLd@ B Mffat]a- W [ @ [ [

Cover Blank Page  Tafile Pictures Online Shapes SmartArt Chart | Screenshot ."‘MyAdd—ins « Wikipedia Online Hyperlink Bookmark Cross-

Page~ Page Break Pictures - = Video referent
Pages Talljes [Hustrations Available Windows
1. Click Insert tab —
2. Click Screenshot ol £ - |
- 3. Select Screen Clipping in e JERE

- click on the target window right

~ away
Screen Clipping

™ Take a quick snapshot of part of the
; screen, and add it to your
document.
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5.3 Inserting Picture from Screenshot (cont.)

4. After you have select the window, drag mouse to select the area you
want to clip 1
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5.3 Inserting Picture from Screenshot (cont.)

The selected part of the window will be inserted into the document

B o- 2
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5.4 Screen Capturing with Keyboard Shortcut

5.4.1 Capturing the entire (visible) screen
1. Make sure what we want to capture is visible on the screen
2. Click PrtScn (Print Screen) once

3. Put cursor where you want to insert, then press Ctrl + V to paste the screen capture

Result:

Data Science fiooz 13

. o P . v 4 v 4 4 T3
Data Science W0 m‘mwm‘muﬂmhﬂmu lWEIFIHW1ﬁJVIlTI1I]3

iefdeniuugdd nsights)

Fautvauhanumneduuuilagaiiann 191 Data Science

Lo 2 . 5 o
asaunguynadiiluiuaeulumandoyam sz Towd aiu:

Data Mining fia n@1¥fayaly Data Analysis fid 11331051241
=l F ¥ ¥ a A
BAMNAHIIINAY (Pattern) doyalaaldmnaiindra 7 io

P . - R —
el i ena (Predict) aFwiaya Aniiudm
Tuowna dretad 4 woffo Aoudunamiloudu maiin

P 4 ] : Sqwd v
mﬁuwagammww"luamm AN 9 Al Ay 11019azaas

ehomnaes lsvzies waaan3 1 (Data Visualization)

MAIYIINYINISADUWILODS
COMPUTER SCIENCE DEPARTMENT, CMU

AOUSINENAIAAS UKIBneauLduatkl




5.4 Screen Capturing with Keyboard Shortcut (cont.)

5.4.2 Capturing only active dialog or window

1.

2,

3.

Make sure what you want to capture is active (what you select last)

Click Alt + PrtScn (Print Screen) once

Put cursor where you want to insert, then press Citrl + V to paste the screen capture

Result: B

File Home Insert it n 2
0 3 0 H
o O E R
Margins Orientation  Size Columns Margins &
= ) “ . oFH _— . [Ellselec
Top: |E joca| Bottom: 1 i3l
Page Setup _— — Arrz
Left: 1 K Right: 2 =]
T e —————— P
Gutter. - i“ Gutter posit
j Orientation
Portrait  landscape
Pages
Z - Multiple pages: MNormal :v_l
- Data Science g
2 Preview
- Data Science ¥ilie ==
1 .aa —=
- (Hﬁﬂliﬂﬂll'ﬂ'ﬂ@ e
i Applyto: | This section E
~
: Err =
v
= 1 1 Y v a T ‘s
EATETUTE ST U olel EPERETSECPRRire: SRV CRFFEPI 2V S S
Page10of3 36Bwords [ Thai BB

Page Setup

Margins
Top:
Left:
Gutter

Orientation

Margins Paper Layout

7 X
Gutter position: Left

o[ [

Pages

Preview

Multiple pages:

Portrait Landscape

Mormal

Set As Default

Apply to: | This section

conc

gm0\ NAJYIINEINISADUWILODS
| *] COMPUTER SCIENCE DEFARTMENT, CMU
o/ pousnenddaas uridnetagiduatml




5.5 Moving and Resizing Picture

5.5.1 Moving Picture

You can move a picture by clicking on the picture and drag it to

where you want it to be

o O —
; - ; ol — Has
iPhon Uszaunisnins i iPhone ludoundrAtung o o =
& 0 ] [
RITGLT AnEnMunisinauiangn uazuuneesn inuléur ! J
filiidea Au43 380N iPhone Aigdnauazidduanlaian an
sudny nl@msanellaluiinney duvacAa iPhone 7 fild Q o
(o’ & @
I =
f f =l
CCICE
]
C o o

bt

iPhdne 7 anszaAulszaunisainisldanu iPhone ludouiidrAnfian
a F = H = i = oig e e
awiulnd Usz@vinmnisinnuiiaigns wezuuamesn Eulauiu

Alideadinduansaia 380 iPhone fadnauazidduanlanan an

sudhenineueniignsandalaiuinnglu duvazAe iPhone 7 #ild

O

Result, text also move down

1. Click the picture 2. Drag to new location
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5.5 Moving and Resizing Picture (cont.)

5.5.2 Resizing Picture

Click on the picture and will ) appear around the picture click on one of them

and drag to resize the picture

You can rotate

picture by clicking

and dragging this.

1. Click the corner 2. Drag to resize Result
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5.6 Wrapping Text

2. Click Format tab under Picture Tools

E & > BasicMsWord1.dooi - Word Picture Too

File Home Insert Design Layout References Mailings Review ="

|;“E| Corrections = :EE e e g L Picture Border - Q -1 Bring Forward ,|_i -
Color~ E‘g il | il = A P Q Picture Effects - ; 1 Send Backward i
Remowve — N R S— Positior] | Wrap |
Background .Artlstlc Effects = ‘o]« | ~ Bl picture Layout - . Text = il Selection Pane Ik
Adjust Picture Styles e #| InLine with Text
= Square
= Tight
O #= Through
1. Select the picture _T S Topand Bottom
= Behind Tedt
== InFront of Texdt
O \ :
. 3 . Pus 2 1 = 4 T :
iPhone 7 anszAuilszaunisainislianu iPhdne TudoundrAngiige WiASaIund WA 1
o - o , " More Layout Options..,
dwuulual Urz@nnmnsinadiapdh wazumeetiFouliunufiaawinfiaefanl] s e Detault Layout

=
oA

liAsaANduanase an1w iPbne fadnauazidduanlaiiqn anadmuiiwaziiinsziduld uazil

[l
=

gUdnenineuaniigns lwinnelu duwazAa iPhone 7 #ild

3. Click Wrap Text command, then select the type of text wrapping
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5.6 Wrapping Text (cont.)

> Text Wrapping Type

" InLine with Text |~
®  Square E
" Tight ~
" Through E
" Top and Bottom A~
" Behind Text =
" In Front of Text %
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5.6 Wrapping Text (cont.)

u In Line with Text |«

The picture become like a part of the text, will move with text

BasicMsWord1 - Word

Layout References Mailings Review Format

ress Pictures

- e o | e BN S
) = O o
Picture =

Picture Styles ==
|u.2‘1-:w-:‘:-u 1010200 030 & 1 v5.0 B 1 7o 1801811001 111 12, | 2= Tight |
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: 5 . : P oo rE e o — .
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2 More Layout Options...

Set as Default Layout

¥
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; = =
AIMIUNRZNA"
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5.6 Wrapping Text (cont.)

"  Square =fM:-

The text will wrap around square area over the picture

BasicMsWord1 - Word

Layout References Mailings Review

i L7 Picture Border ~  [=] Position ~ Send Back
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5.6 Wrapping Text (cont.)

" Tight =i

The text will wrap around actual border of the picture

BasicMsWord1 - Word

Layout References Mailings
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5.6 Wrapping Text (cont.)

®  Through gat

Similar to Tight, but text can appear in empty area inside the picture as well

BasicMsWord1 - Word
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g P e - 3 Picture Effects ~ Wrap Text = & Selection
_— —

-ess Pictures

k]
ki
ki

e Picture ~
djcture ~ 4% Picture Layout ~ | A= | Line with Text
Picture Styles n |Z= Square
b e ]S B ] —

L]
-
N}
w
S
w
(<2}
~
(=]
el
b
(=)
-
it
.
[N)
|
I%‘.
=
(o]
g

op and Bottom
Behind Text
In Front of Text

Edit Wrap Points

iPhone 7 aingzdutlszaunisninaslien iPhone TudsuiidAtynan i

duuvlval Uss@vanmmsinandianige wazwusagindondiuniigauinfinaiiniy |I

Aldaafuananea3s aan 1w iPhone 7 AT A ﬁuamlamm @mf

< Dl IItHH -1

Move with Text

nazihuld uazdigtldnwninieuani nganeslauwfinaelu

i

Eix Position on Page
‘I More Layout Options...

Set as Default Layout

2 [l
38 (RED) Aanslddan 1l 1987 10 TR AIINTV e et i wvo s yrrmn s

Ifanaaiiiayy Tnsenasifianiu HIV/AIDS 4 pat A1 504N RevaulEa wazansien Adoe
o
Jaariunisundiaa HIV anuignisnluassd autedaqtiusmanansg szauduléindd 130 Auneaanfauizs ain
g 1
n3ameEARs R (RED) wazludutlismauziin iPhone 7 (PRODUCT)RED™ Special Edition #4v)n°) n19

dg’ 2 9 |dl & liy = =
a8 E,’“r"l']Lﬁ"]L"]J’]lﬂ@ﬁﬁlﬂﬁﬂ\l“l’lﬂﬁ"lﬂ'ﬂ'mi?ﬂ LBﬁﬂN']ﬂ“ﬂu‘szuW]
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5.6 Wrapping Text (cont.)

"  Top and Bottom _*

Text will appear at the top and bottom of the picture, but not the side of it

BasicMsWord1 - Word

Layout References Mailings Review View ) Tell me what you want to do

i [Z Picture Border - [=] Position ~ Send Back
ess Pictures - o g = DD
e Picture | |aomatlll| | oomell| | somel amdl el Izl - & Picture Effects - 2] Wrap Text~ i, Selection

— —— — b o — -
dicture ~ - | @R Picture Layout = A= In Line with Text
Picture Styles 2= Square
|w21|.1w|g-|‘1- G20 EEBitady CES 0Bl pPuraBan ;00 ryiDuy oM a2y R Tight
E Throuah

Top and Bottom

;7

iPhone 7 singz@tilszaunisninis ey iPhone Tudaunddnyiae 1Himtsaundn

S
z
=h
%
=

I

Awuulud Uszdnaninnisinauiangs uazuuswasi dauldunuigawinmetianh il

In Front of Text

{n] Edit Wrap Points

L]
<

Move with Text

Fix Position on Page

I

Meore Layout Options...

Set as Default Layout

1 1 1 H ¥ v v H
VA easndNgNa3e aan W iPhone Aigdauaziidduanlaign anisdemuisazinnnsziaula wazigldnenl

9

'
= o

neuaniignsandsliuiniely tumazAa iPhone 7 #ild
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5.6 Wrapping Text (cont.)

u Behind Text

The picture will appear under the text

BasicMsWord1 - Word

References Mailings Review View

< Picture Border ~ Position ~ [ 1Send Bacl

e I oo : = =
pre IZI « L& Picture Effects ~ Wrap Text ~ o Selection
4 T

ress Pictures

k]
i
ki

je Picture ~

Picture ~ - | @ Picture Layout ~ | A= In Line with Text
Picture Styles & Square

1‘2‘|u1-\‘§-|-1- C20 03 4 5 B 7 89 10 eIl 12 1 2R

iPhone 7 einszditlszaunisninaslianu iPhone ludsuiidAnyian liintsaundims 1
¥ : " ..l EE . (T
auuylil dssBvininnisinauiiangs uazwuseesn idnulfuuigawineedalu i - "
I 2 = g a = » w |~ EditWrap Points
Aliideiindaana3s 4801 iPhone fiadauazgdduanladign 8n1 A nuuaziving _

. , /e =l v Move with Text

= ar o = = £ .
meuanignaanaslaiufinielu duvazAe iPhone

Eix Position on Page

LI More Layout Options...

4 (RED) Aan s iidan ilunana U3la1a9siL (RED) lHdqe

s . o Set as Default Layout
A e TR U TUNTR HIV 4@ s e

al

ey HIV/AIDS depasliia115nsn nsaaun
2
quiilaqifuisaiuis szauRulingd 130 AUAARATAUTFY AaInnTMneEdAIn (RED) waz luduilin
; 5 .
U8tz iPhone 7 (PRODUCT)RED™ Special Edition %mn'] mﬁm:wwmwn"Lﬂ@qﬂlmﬂﬁﬂmﬂmnhm@m
ﬂy = -
HNTUNAZIIA)
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5.6 Wrapping Text (cont.)

u In Front of Text —f—

The picture will appear above the text

BasicMsWord1 - Word Picture Tools
Layout References Mailings Review View Format

[ i | [Z Picture Border ~ [= Position ~ Send Bacl
ess Pictures - T e P . DD .

e Picture ~ el | | s IZI - & Picture Effects ~ Wrap Text ~ 01, Selection
dicture ~ = “45Picture Layout ™ A- |n Line with Text

Picture Styles ~ = Square
|w2w-|11\|w2|1| 2 0030 4415006171 819 1:10 1 11«1 12.1 (2= Tight
- = Through

Top and Bottom

=

In Front of Text
Edit Wrap Points

[3)

: . , _ . | T
Alinduuiudnanaie a0 iPhone figdsue J~ fuanlafign 8n1zA: nuthuaziiiingsi ,

/.
/ L)
/

Move with Text

a o e = I
meuanfignsanadlininielu Hunazie iP, . e
L / Fix Position on Page

More Layout Options...

y i o s
s (RED) Aanslidan e | (Al229957770 (RED) Whdas: —

Set as Default Layout

1 ] ; 1 2
Wieiariil HIV/AIDS dvaaeliiafined saaay | AEETDITUNTUNTED HIV 4 crvovegrr rorraror oo

t
auiltlaiusaiuigm szanRulingy 130 dueas.. AN AN NARSTTUA (RED) waz luduiia
o . o = y o v V=l -
19414211 iPhone 7 (PRODUCT)RED™ Special Edition T4vin7 ﬂ']ﬁ‘ﬁ]@’%“r’\l'll,ﬁ"‘llﬂl’ﬂﬂﬂﬂﬂiﬂﬂdﬂﬂi"lﬂ’ﬂﬂiﬁ?ﬂmﬁﬁ
o e =
ANAUNAZIA)
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5.7 Cropping

If we want to use only part of a picture, we can crop (cut) out the rest
o |

2. Click Crop in Format tab, under Picture Tools crer

(=] S O = BasicMsWord1.docx - Ward

- | X
File Home Insert Deesign Layout References Mailings Review View

Sign in Q.S}1are

Lo ors [ L# pi = B . b .
Eg Corrections = e - L# Picture Border f= _F|- 339 .
i Calor ~ E‘:‘g | || el | ol sl ~ &® Picture Effects + = Send L 2
Remove — e Pasition Wrap . Crop 2|57 -
Background 23] Artistic Effects~ 01~ | ™| BL Picture Layout = - Text» DOl Selection Pane A~ = = -
Adjust Picture Styles F} Arrange Size [ -
(%3‘:
(‘\

1. Click the picture ——»

C

Page2of 5 126words [[2  English (United States) ] B - i +  130%
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5.7 Cropping (cont.)

3. cIicI:Eat the corner or the edge, then drag

the most to where you want to crop, the release Result

the mouse click
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6. Inserting and Managing Other Objects

= - - s ]
N MA2Y12NYINISADUWILODS
| *] COMPUTER SCIENCE DEPARTMENT, CMU
&7/ nousSnenians ukidnerduideatsl



6. Inserting and Managing Other Objects

6.1 Autoshapes-
(Shapes)

6.2 SmartArt — Behave like picture

6.3 TextBox

6.4 WordArt _

6.5 Symbols h
— Behave like text

6.6 Equation
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6.1 Shapes

6.1.1 Inserting __ ' e W
Autoshape : ' & )
P - W 2_Click Shapes

Shapes

Cover Bl Page Table Pictures Onliﬁ-e
” Pictures|

Pages Tables Il Recently Used Shapes

: AENNODOOOA L Lo 15 -
1. Click Inserttab . o
= Lines
é NN TR T B & @
= Rectangles
OoDOOD0O0
] Basic Shapes

1 Al —
EO NN

: a8 4= 3. Select the shape you want to
5 Block Arrows Smlle_y Face -

- insert

L? ;quation Shapes

@ ar = R == A

i Flowchart

_: 1_ -_ g O o

9_ Callouts

~ OO B.0a00 04

:_ oA A dd

|A.‘ MNew Drawing Canvas
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6.1 Shapes (cont.)

BasicMsWord1 - Word

Insert Design Layout References Mailings Review

Design Layout References Mailings Review

" Edit Shape ~ - 2 Shape Fill =

h D L . L_‘/_> TS SmartArt 0 [~ | Draw Text Box i Abc ) 7 Shape Outline ~ A A
o Store = RESTE ADC - p
= = B e es <Y e 8 W i

= & Shape Effects -
Cover Blank Page Table Pictures inine Shapes . Screenshot - @ My Add-ins - Wikipedia e
Page = Page Break ¥ Pictures ~

5 Shape Styles N WordArt Style

152._’1!1-[!_'_'-1-l-2-l-3-'4-I 501 16 7000801
Pages Tables lllustrations Add-ins =
"2'-"1'"'5"‘1"'2"'3""‘"'5
v =
3.Left click and hold, then drag mouse to draw the Result

shape at the size you want, then release

Note: Hold Shift to maintain regular sizing
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6.1 Shapes (cont.)

6.1.2 Formatting Shapes

You can adjust

® Shape Fill: the color/pattern inside the shape
® Shape Outline: the line around the shape

" Shape Effects: extra effects like shadows
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6.1 Shapes (cont.)

6.1.2 Formatting Shapes 2. Click Format tab under Drawing Tools

(Cont.) Drawing To. BasicMsY
Layout References Mailings Review View } Tell me what yo ant to do..,

' [ [ I [<| L2 ShapeFili=
ﬂ u Irlu..:- ﬂ ﬂ |

L3

4

E Shape Outline -
7| L& Shape Effects -
Shape styles I WordArt 5

1. Select the shape
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6.1 Shapes (cont.)

6.1.2 Formatting Shapes

(Cont.) La_,cuut References Mailings Review View v Tell me what you want to do
Shape Fil T LLLLL Ll
T H EEEESNEER
® Select type of fill (color, _ ShapesStyles | = O KehniE
picture, gradient, or texture) @ I I l ® I l
Standard Colors
. . HE FEEERR
® More Fill Colors... will let you & No Fill =
& - . |
set transparency level as well o, R =
[aa] Picture...
[ Gradient
Texture
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6.1 Shapes (cont.)

6.1.2 Formatting

BasicMsWord1.dock - Wol

Shapes (cont') Layout References Mailings Review

1< ¥ Shape Fill - ' A Text

Si‘t.ape-ﬂﬂtﬁnﬁ-r. ‘ A ;& B Text

Shape Outline L dfas | o
Shape Styles H EEEENER WardArt Styles
Select color, weight (line IIIIIIIIII
size), dashes (line type), e
HE EEEEERN P
and arrows No Outiine =|
% More Outline Colors... A
= Weight Bl opt
ZmE Da;h.es 3 Yo pt
v | Sapt
1pt
1% pt
2% pt
Ipt  —
44 pt ——————
Ept
== Mare Lines...
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6.2 SmartArt

1. Click Insert tab
= .

File Hame Design Layout References Mailings Review View Sign in ‘Q_,_ Share

B K. @ @ T SmartArt 3 E& e o ] [™ Header~ A= E-[#- 9]
= I Chart n Footer - 4 - =
Pages Table  Pictures Online Shapes II Add- | Online Links  Comment : Text s Symbals
- - Fitines o= a4 Screenshot - insT | Video ¥ @ Page Mumber = Banr D L -
Tables Itustrations Media Comments Header & Footer Text Ea
Choose a SmartArt Graphic ? >
. All ie] — = A=,
3. Dialog Choose a = L ) Fy @ = g i
.. O v mBE B=
. = P
SmartArt Graphic _ éﬁEE\a = |@ @
B | erarch BEE EelE | &
= ierarchy
will appear, select = petenn - /, - ®
elationship T i
ﬁ} Matrix S 4 'f: g &g@
the one you want & e N ;
?,rarm -~ _I‘ ™ {i;%':j‘ E\EI Segmented Cycle
Picture =5 el | i}f?) =g Use to show a progression or a A
: sequence of stages, tasks, or events in
@ Officecnm L a circular flow, Emphasizes the
@:‘ interconnected pieces, Each of the
@ first seven lines of Level 1 text
corresponds to a wedge or pie shape.
Unused text does not appear. but bt
T o ||| concet
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6.2 SmartArt (cont.)

H - : BasicMsWaord1 docx - Word Sm sols = e | *

File Home Insert Design Layout References Mailings Review View Format ¢ Tell me what you want to de Sign in }:_"_E-hare

& o - ._ -
| 1Add Shape -~ < Fromote T Move Up “ L)
D& g3 -0 0 A
Md Bullet = Demate ¥ Move DBown 569 5 -
i T —|  Change ‘ - = Reset
] Text Pane & Rightto Left == Layout L _ "1 icalon - "1 Graphic
Create Graphic Layouts Smartart Styles Reset -

Type your text here x | o 0
. Weaw
® AL
o &
* HiFe
E Q
| Segmented Cydle... |
. O Q

5. Type text you want to each [Text] then click outside the SmartArt to end text entering

Note: SmartArt can be moved, resized, and text wrapped like a picture
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6.3 TextBox

. A=
1. Click Insert tab 2. Click TextBox o

BasicMsWord1.docx - Word

Design Layout References Mailings Review View y Tell me what you want to do
1y GA’—T-\ E} - D D @ |£| A [# signature Line ~

EE2 [l;' @ ¢ I &, @ X E& & LM Elj 4 2, Date & Time T Q
e  Table Pictures Online Shapes Smart&rt Chart Screenshot .’MyAddfins . Wikipedia Online Hyperlink Bookmark Cross-  Comment  Header Footer Page i Quick WaordArt Drop - Equation Symbaol

k & Pictures = & Video reference = = Number- | Box= 5 = Cap ™ Object - - -

Tables lllustrations Add-ins Media Links Comments Header & Footer Built-in E
I |
3. Select the type of
Simple Text Box Austin Quote Austin Sidebar
—
Banded Quote Banded Sidebar Facet Quote

Facet Sidebar (Left) Facet Sidebar (Right) Filigree Quote -
[& More Text Boxes from Office.com 3
Draw Text Box
Fa
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6.3 TextBox (cont.)

E - 0 5 BasicMsWord1.docx - Word

File Haome Insert Dv-'sign Layout References Mailings Review View Format

= Rl R . & Shape Fill = - A ﬁTen‘t Direction ~ . . .1 Bring Forward ~ |‘_ Align - El] 123" .
A1 Lo s I l | avc | |- | LZ Shape Outline - A A -1 A - [ Align Text + [15end Backward ~ 2] Group
=E x| = P = Position Wrap _ =480 -
E;”\Lﬁ | 7| CF Shape Effects ~ T A - @ Create Link - Text- Dili Selection Pane l Rotate= | *2% b
Insert Shapes Shape Styles & ‘WordArt Styles ra Text Arrange Size [P ~

T

[Grab your reader’s attention with a.
great quote from the document or
use this space to emphasize a key
point. To place this text box
anywhere on the page, just drag it.]

/ O l O

4. A textbox will appear, with some guide text already highlighted

5. Type the text you want to replace the guide text
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6.3 TextBox (cont.)

H ©- O : BasicMsWord1.docx - Ward
File Home Insert Design Layout References T Review View . that you want to do
-\ \. |:_|(_:)[:] 7. [ - & Shape Fill = 1 A l 11 Text Direction = . . .1 Bring Forward - | Align = -g--l] 073" -
= gl -
AL Lot E - E . | Abc Abc v E Shape Outline - A A FAT Lﬂ e =1 Align Text - s 77 T Send Backward + L1 Gro LD
- P G osition  Wrap ] i
_ba’_‘fk{ } *_ * | C® Shape Effects = | | | & - | o9 Create Link - TESE Dl} Selection Pane ik Rotate~ | *o% 2 ¥
Insert Shapes Shape Styles m ‘Wordart Styles ra Text Arrange Size Ma -

. T

Hello World!

6. The text inside the textbox can be formatted like other text

:]

7. You can remove the outline of the textbox by selecting it, then click Format tab, click Shape
Outline then select No Outline

Note: SmartArt can be moved, resized, and text wrapped like a picture
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6.4 WordArt

6.4.1 Inserting WordArt WordArt is basically textbox with style

applied to it 4

. WordArt |
1. Click Insert tab 2. Click WordArt . in Text group
H ©-¢

File Home Design Layout References Mailings Review View

[N p— 1) ™iSmartArt i W o (R | ink T & B By A=] 4 f\ [ zSignature Line = T Equation
r— Ny Store P 1 s i o Sl
E | | | | _J l;] \ 1l Chart = bentEH # |
WordA

BasicMsWord1 - Word

| * Bookmark L - 7 Date & Time €) Symbol -
Cover Blank Page Table Pictures Online Shapesa Screenshot = & My Add-ins . Wikipedia Online 5 Cross-refarenice “omment Header Footer Page Text Quic IOP. 1 Objact -
Page = Page Break -~ Pictures -~ * N C i

Video Number - Box - Parts

ap
Pages Tables lllustrations Add-ins Media Links Comments Header & Footer "
'w R\ J
L TP S A 10024003 47500 5 S B 0T 80 091 1000 111 1200 1130 0 14- 1 - 1S | A AN ;i’__\\ A
[ N/
o
: AlA A A
£
A AlA A F
a2

3. Select the style of
WordArt you want
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6.4 WordArt (cont.)

Home ayo N Review \ Format

E ~, N, O C O - | L Edit Shape ~ \ Shape Fill - - A lﬂﬁ‘Te)d ection Position ~ [15end Backward ~ Group 11227 cm
AL L e L5 - 2| Draw Text Box Abc Abc ‘ Abc | . | ZShape Outline ~ A A N - L ClAlign Text~ =] Wrap Text - Hiselection Pane  “hRotate~ ©
2 AL { T s + o Shape Effects - SN L A - oo Create Link 1Bring Forward - i Align - s 789cm
Insert Shapes Shape Styles s WordArt Styles [ Text Arrange Size A
L DI . 1) 2 3. 4.1 .5 6 AR - S TR SRR [+ RARTINTSS § AT SO i< RIS T SRS L SRS - ORI v A - j

Your text here.”

4. WordArt box will appear. Type the text you want

Hat

<;>I\/I|crosoft Word:s

i = The result
o o o
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6.4 WordArt (cont.)

6.4.2 Changing WordArt style

BasicMsWord1 - Word

Layout References Mailings Review View Format

) () (=) oo A A A

r/ LZ Shape Outline ~
< ¥ Shape Effects ~

Shape Styles WordArt Styles
/ i i i i D i i i i i i i 0 i ' i
ORI L IS L & 112013 41 51617 B g

?’
oMICI‘OSOft Wordo

0 O O

1. Select the WordArt box

2. Click Format tab under Word Styles, the click expand_ -

3. Select new style
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6.4 WordArt (cont.)

6.4.3 WordArt Effects 2. In Format tab, under Word Styles group,

click Text Effect [~ ~

H -0 - BasicMsWord1 - Word Drawing Sign in

File Home Insert Design Layout References Mailings Review View Format o whillt you w quhare

=] (. Edit Shape ~ = ll,Shape Fill = 5 ___ﬂ‘Text Direction = || Position = |"1Send Backward ~ || Group fl221em =
A .| « | *=| Draw Text Box Abc Abc Abc - Z Shape Outline - A A /B\ - A :]Align Text - |2 Wrap Text - Fi Selection Pane  “hRotate~ *
& Hols /< (& Shape Effects - &8 TSI oo Create Link ['1Bring Forward - [, Align ~ «»888cm
Insert Shapes Shape Styles [} WordArt Styles JL\\ Shadow » Amange Size R~
L SRR ) - 1 201 +34 | 4.1:5.1:86 -7‘\-9-,‘\-9‘\. o I 1401 01500 <160 | 170 | 18
- _;; Reflection  *

Glow 4

1. Select WordArt box —» 111050 Worg 0

abeds
‘1, 3-D Rotation *

Follow Path

B mlransfoﬁn 3 e, o4, vl
; / I s 5 Tenii]
Y Seae” o Mpe0
3. Select the effects you want

= abcde abcde abcde bede
~ abcde abede 27 €435
= R ¥e,
E e G '.;i:'. W
2 abcde abcde abcde abede |
= abcde abcde abcde abede
Lk

g abcde abcde abcde abede

Page70f 7 20f 223 words LM English (United States)

1

-+ 100%
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6.5 Inserting Symbols

2. Click Insert tab 3. Click Symbol () Symbol ~

BasicMsWord1 - Word

Layout References Mailings

[ Iy — e M7 ™= R o S T T — A i .

E e | |:|| I =l SmartArt il store W | g . IA - 4 A __;_"Slgnature Line 7T Equation
! =L SR S gl) Chart i) | % Bookmark 4 . = | |- [ Date & Time | €2 Symbol - |

Cover Blank Page Table Pictures Qniine Shapes o Screenshot = & My Add-ins . Wikipedia Oﬁiine i Cross-refarance Comment Header Footer Page Text Quick WordArt Drop & | Object = € £ Y © *
Page - Page Break = Pictures - Video = = Mumber - Box = Parts - x Cap

Pages Tables Hllustrations Add-ins Media Links Comments Header & Footer Text ™ 4 2 & 5

\-2-\‘1‘\-2‘\‘1‘|‘2w‘3-\‘4‘\-5‘\‘6‘|‘7w‘8-\‘9‘\-10‘\‘11‘|‘12‘\‘13-\‘14‘\-15‘\@%‘17‘\‘18- - B 7]

B O 5 ©

€)' More Symbols...

3o .12 111 10 T

Insert a Symbol

1. Move the cursor to where you want to insert the symbol

4. Click More Symbols...
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6.5 Inserting Symbols (cont.)

5. Symbol dialog will appear.
®  Select Symbols tab
|

Select Font : fonts with
useful/interesting symbols are
Symbol, Wingdings, Wingdings2
and Wingdings3

6. Select the symbol you want, then

click Insert. o=

Symbol ? X
Symbols  Special Characters
/ Font: Wingdings 2 v
AN &S| K| E ) | oo elelg”
9] [] O T & & e [e8] V| & o
I A=l IE R T I ST §
¢ Ux v EUHRO®OCer& & .
Recently used symbols:
M&B © € £|¥Y 0O ® ™[+ 2/ <2+ x
i Character code: 82 | fom Symbo decimal |~
AutoCorrect... Shortcut Key... | Shortcut key:
Close

Note: Symbol is a text character, thus can be formatted like other text

characters
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6.6 Inserting Equation

2. Click Insert tab

H o0 -
File Home Design Layout References
[ [ - e (1) TiSmartArt
| = bl pel (P
E== et * 1l Chart

Cover Blank Page Table Pictures Online Shapes o Screenshot - @ My Add-ins

Mailings

ol Store

Page - Page Break Pictures .
ol
-1. Move the cursor to

. where you want to
- insert the equation
: equation

Add-ins

Review

W

View

BasicMsWord1

J Tell me what you

22 n £ _t_a Link

TS | B Bookmark

. Wikipedia Online

Video
Media

|~ Cross-reference

Links

[ AT TS : ST IR

- Word

Comment Header Footer Page
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6.6 Inserting Equation (cont.)
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5. An equation box will appear, where you can edit the equation.

®  You can also add symbols and structures with Design tab, under Equation
Tools

6. For structure, after you select the structure, you can fill in details in the
dashed boxes
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