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* Inserting and Formatting Images

* Inserting Special Objects






® Components of a Table ¢ Adding cells, rows, and columns

* Creating Table with Commands ° Deleting cells, rows, and columns

® Creating Table from Excel Spreadsheet * Merging cells

Creating Table from Templates with Quick | Splitting cells
tables

¢ Setting Fill Color
® Erasing Borders

- - ¢ Setting Borders
® Typing Data into Cells

. i -
* Setting Text Alignment in Cells Using Pre-made Styles

* Adjusting Table Size ® Converting Table into Text

* Moving the Table ® Converting Text into Table
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reating Table by M
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Click Table button e
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Table... Command

Click Insert tabe

Jfrn%\\ 1 g q -~ 2

Document3 - Microsoft Word

| [£] Cover Page ~

Home

Ij Blank Page

| Insert: |

Page Layout

References

Mailings

Review Yiew Acrobat

@

@ ElE] @Shapes

Click Table button 9

r% Page Break

() E50t gl S L-

Click Insert Table...

g1 ofl | Wor

|Qab:'e'

Picture Clip

Art ﬁ Chart

Insert Table

2 [ [

OO00000000
OO00000000
OOo0000000
N
OooO00000g
OO00000000
OO00000000

| Insert Table... ’
Za Conyert Text to Thble..

Excel Spreadshe

Draw Table

flil
| Quick Tables »

-

e I%) smartArt

% 5| Header -

Lirtks

-

5| Quick Parts ~ [ -
Al wordart - 5}
hgel -

AZ]
Text =
Boi= ~=Drop Cap

Text

[ﬂ Page Number ~
Header & Footer

Foater ~

TC Equation ~
{2 symbal ~

Symbaols

I

- R | RS b e = T i = R - e LA
i L i STt -Q

R T |m..;

Al




Command

(2)
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Insert Table

Table size
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Creating Table with Draw Table

Click Insert tabe

Click Table

button

Click Draw Table
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Creating Table with Draw Table (2)
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Spreadsheet

Click Insert tab
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Click Insert tab e

Click Table button 9

Move cursor to
where you want to 1

build the table

Click
Quick Tables
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rasing Borders

Double click at move point (top-left corner) of the table

] Total Row

[7] Banded Rows [

Table Style
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ping Data into Cells
e Click at the cell you e If you want to fill the next cell,

want, and type click at that cell.
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<eyboard Shortcuts

Tab
Shift+Tab
Alt+Home

Alt+End
Alt+Page up

Alt+Page down

t

}

Go to the next cell
Go to the previous cell
Go to the first cell in the row
Go to the last cell in the row
Go to the top cell in the column
Go to the top button in the column

Go up one cell
Go down one cell
Go left one cell

Go right one cell
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Set Text Alignment in Cells
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Text Alignment Buttons

i

i

Text aligned to top-left corner

Text aligned to center of the top side
Text aligned to top-right corner

Text aligned to center of left side
Text aligned to center of the cell
Text aligned to center of right side
Text aligned to bottom-left corner
Text aligned to center of bottom side

Text aligned to bottom-right corner
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Changing Text Direction
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hanging Table Size

* Click and hold at the bottom-right corner of

the table, the mouse will changeto where
you can the size (width and height) of the

table
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Changing

® Click and hold at the border of the row. The mouse

will change to

Row Height

<+ . Drag to change row height.
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Changing Column Width

* Click and hold at the border of the column. The
mouse will change to *I* . Drag to change column

width.
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Columns Even
6 Select the table.

Click Layout tab.
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Moving the Table

e Click at the moving point at top-left corner

b
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insert.

Right-click and select insert

commands you want.
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Inserting Cells

* If you choose Insert Cells..., Dialog box will appear.

Insert cell to the left.
(Moving current cell

@

=
Insert Cells

EE |"l

to the right) *

_ 1 Shift cells right

Insert cell to the top.
o (Moving current cell

(") Insert entire row

) Insert entire column

| oK

} | Cancel |

downward)
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Deleting Cells, Rows, and Columns

Select cells you

want to delete

Right-click and select
Delete Cells...
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Deleting Cells, Rows, and Columns (2)

Select how you
=

Move cells from the right ._ILDEIETE ces | e W&ﬁlt to delete
................................. cells

') Shift cells up
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Merging Cells

Highlight cells you
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Splitting Cells

c Select cells you want to split

Click Layout tab
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Click Split Cells button
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Splitting Cells (2)

Split Cells L2

Mumber of columns: _-5

ER

Mumber of rows:

Merge cells before split
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sing Shading

c Select cells you want to color. e Click Design tab.
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Adjusting Borders

Documentl - Microsoft Word

Mailings Review View Acrobat Dresign Layout

References

Insert Page Layout

Home

o LR |
& 8
2
fin =
=0 S
[L= =] =
B e
[ -
il
vl =i
» BN =
s ol
m = - B
O Bl -
4 | E i
oy =0
%= =
N
—
paf
r L. it
=1 -
- !
El 5 o]
k=1 B=-] -1
E|E -
W -
= 8
&> #
k| |® ol
=]
&
will o8
207k
&1
)
o =i
=l -
L =
-
ol
Ll
n
8
4.
{0
wn
c s
E |y
o = =2 i
ElE »° ~B
=la N >
ol 5 ® -1
alé = 2ill-§
o -
fl+e £ 2
Els = 8l
i 5 =
! O...L
= | W”ﬁw_.
mﬂ -
2 Z1s
=] i §
=] =]
el 2 = &
e v =2
wfloc W :
o= ©
m m
e &
Il m
Bl|El &

=
b
= E
= =]
i c
o = k=1 7
s E| 2
F—3 - =
Wo = 5 £
[ - 2o = ow
= Eel B &
W & W = @\ = a &
_r._t..L.D 5 Em_
> 3 5|8 |glep bk
= w| |t @& B w_EAF.F_E
Wﬂ?ﬂttﬁﬂum“m
2 2 2 = TR
g &l E 5E &6l fd 8 g 8B
a8 RANBEAQ =l {8
H
W
L=y
i
.. | Betim
el e »
L we
hga i
i =

e
.
Page:1 of1 | Words: 12 |

Highlight the area

you want to adjust

borders

Right-click and select
Border and Shading...

32



djusting

Select border style

Select border color

Select border width

Click OK

Borders (2)

Borders and Shading

Borders | Page Border | Shading |

T

Grid

Custom

Style:

b E
_________________________________________________ =

Color:

Width:

| 1 pt »

—0

Preview

ﬁPEh" to:

Click on diagram below or use
buttons to apply borders

ETabIe

Horizontal Line
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In Table Style

e Select the Table

Bu

Go to Design tab.
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Select built-in style
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N

in the Table

G Select the Table

Data

Sorting

Click Layout tab

Click Sort
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rting Data in the Table (2

Select first column to be 9

used in sorting

@Select data type. —
Sort

ﬂ Select
P

sorting style
P |

Select next column to be 9

used in sorting

Click OK @

Sort by 1 i i
m“i :B Type ;NumE:ner E @ Ascending
Using: %P‘aralgraéhs E ' Descending
Then by
® E} Type ;Text E @ Ascending
Using: [Poragraphs ] S
Then by
; Type; [axt [+| @ Ascending
usng: [Paragropts 7] S
My list has
@ Header row () Mo header row
| -
-
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Documentl - Microsoft Word

Table Toals
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Home Insert Page Layout References Mailings Raview Wiew
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Click Formula button

Click cell you want to put

the result in.
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n-table Calculation (2)

-

Formula o
Formuia:
Type in Formula (SUM, @ ®5UM(ABOVE)|
Mumber format:
AVERAGE) - _
F'E';’EE fHE‘h::rn F‘;te bookmark: -
[=] | B
Click OK e $ ok Cancel |
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Click Layout tab

Click

Convert to Text
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onverting Table to Text (2

are separated.

eClick OK

Table is now converted to

formatted text.

" = B
Convert Table To Text M
Separate text with .
" Paragraph marks
[ [
| /| Convert nested tables
= T
A
j-fn-z- KET lg P N YA R S N SR R | T OO PO = CRE " R Tl n-m-'-;
Immﬁ'aggawﬁmm
sfawinnu  Se a7 Guifiau
0975 CRRTES 24 8000 S
0235 AL 0 12000
1286 EHET 25 12000
1242 wasin 12 18000
fords: 28 | <3 Thai (Thailand) [

Select how data in columns

40



Click Insert tab

Converting Text to Table

a Highlight Text to Convert

Click Table button

7o

—®, Conyert Text to Table...
&

% Excel Spreadsheet
[ QuickTables »

@‘1 H9-0 i Documentl { Microsoft Word =& N
Ea/ Home | I_nse:t | Page Layout References Mailings Refisw View Acrobat @
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| = Page Break '| Art il Chart | 'y Cross-reference | (] Page Number - Box~ AZ Drop Cap ~ P - [ |
. Pages | InsertTable _ f Links Header & Footer Text || Symbols |
L;_]J[[ J|JDDDDDDDDDDF R N (- e T EIE O SR EIE ORI LY (e st
B T T e e - '
| cooooooooc
| IEEEEEEREE ) J
- I O | 2t 8000
: o ) )
* I I O 30 12000
: OOOO0O000n
L;n 53 | Insert Table... :ﬁ m
{a Drraw Table
| = 15000

el

EEEEE

Page:1 of 1 | Waol

Select

Convert Text to Table...
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onverting Text to Table (2)

Convert Text to Takble M
® Choose how to convert text

Table size
Number of columns: 'E into table.
Mumber of rows: :-:n_ i

AutoFit behavior

@ Fixed column width:

(71 AutoFit to contents
() AutoFit to window
How data in texts are ®—rseparate textat
(" Paragraphs (1 Commas
separated @ Tabs ) other: |- |
[ oo @cnckOK
B -.1- P e _1.- i 3_3 | 4 15 G --ﬁ__l -2 5 [RETIN -1{-_;&-@ | -_}3- [ I T m | 17 | fz.s'- —
MSARYANTINA
swandnnu g 274 Hufau
0875 AT 24 3000
ks i i i Text is now converted into a
1286 AR 25 12000
1342 wedun 42 15000 table.
Mords:28 | 5 Thai (Thailand) [ H‘E!@E'E!E : ;
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Inserting Images into Documents

Object in Microsoft Office programs are picture, clips
arts, word arts, image from AutoShapes, SmartArt, etc.

* These objects can be managed the same way such as
moving, resizing, rotating, placing in line with text.

¢ If you know how to manipulate one, you can handle
the rest.



Inserting Images into Documents (2)

For example, you can do the following to pictures:
* Inserting picture from file

* Inserting clip art

* Setting how text wraps around image

* Moving and resizing image

* Cropping — cutting off parts of an image
* Rotating image

* Changing picture

* Reverting back to original



17

Click Insert tab, then click "~ button under
[llustrations group.

Insert Picture dialog box will appear. Select folder
that contains the image file.

Change View to Thumbnails & (or Large Icon, if
thumbnails view is not available) to preview the
image files before choosing.

Click the image you want then click Insert. The
picture will now appear on the document.
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Inserting Clip Art

1.

ST :
. button under Illustrations

Click Insert tab, then click

group.
A menu will appear on the right of the document, click
Organize Clips button.

Microsoft Clip Organizer dialog box will appear. Click +
in front of Oj]}gice Collection folder to expand.

You will see clip arts organized into multiple folders.
Choose the clip art you want by clicking on the image,

then click the drop-down button at the right of the
image.

Select Copy, than place the cursor (click) on the
document where you want to put the image.

Right-click and select Paste to insert the clip art.
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vioving and Resizing Images

This works with every Microsoft Office objects, not just images:

Double click at the images (or other objects). You will see that
Picture Tools and Format tabs have appeared at the ribbon.

The image will now has a new border, with small with circle at
each corner and small white square at the center of each side.
There is also a small green circle connected to the top square
with a line.

To move the image, left-click the image and hold, then drag
the image to where you want, the release to place it.

To resize, left-click at one of the corners and drag to resize.
This will change both width and height of the image.

To resize just one dimension (width or height), left-click at
one of the square at the side and hold. Drag to adjust that
dimension and release when you have the desired dimension.



oving and Resizing Images (2)

6. To rotate, click at the green circle at the
top ! and hold, you will see that the
circle now has circular arrows ¥

surrounding it. Drag mouse to rotate to
the desired angle.
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T

Picture Tools

When you double-click an image in the document,
Picture Tools tab will appear.

E‘g \d9-0 )7 PictureTools |  Documentl - Microsoft Word

Home  Insert  Pagelayout  References  Mailings  Review  View | Format |

{x Brightness ~ ﬁ Compress Pictures

| | o 1 - e R B
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C;nge Picture

This will replace the picture with a new one, while
keeping the adjustments:

1. Double click the picture you want to replace.

>. Click Format tab. Under Adjust group. Click Change
Picture button. ¥jchange picture

3. Insert Picture dialog box will appear. Select the new
picture.

4. Click Insert. The new picture will replace the old one
in the document.
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VFAPPINE— —

This shows you how to set text wrapping with the
images
1. Double-click at the images, Format tab will appear

2. Under Arrange group, click at Text Wrapping button.

3. Select appropriate text wrapping setting.
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N, T Necimwnt] - Micrssok Worn Firfies Toal
) st oo
ifome ]|:|s:|t Pags Leyout Retarsmons Mziling: Frlayy Yiep j' Toomat

e Bhightness 3 Competay Pittieer | [ g e ¥ paturesnege~ | T T
B Contmst = W change Fictuee | ‘-| = [ Puturs Boyter= | L
LN e ) Pesching
g Rt Pt % L Ptiire FiFeli = gt

Al =
==L
'\1.‘15:1 -.-.-.-;--»q 14 |
s ol i f e e

|| Eabied Taat

[ | oot et
wilnmammusmuos Taneds s ussossad wow i 3 [2e] | 720 ard 3otz0m

]| Tougn .
At uelnnganaeatadlan 2000 0 anhehiguduesl o o LB
k] ..=|F|1ﬁ14.ﬂ:m-|.:rﬁrr':|'r: ¢ [E]| moe Lavout ptior..

]

o

maas sdarnindnduadas sl
Fmersalu i Jaluah mneus s ga s WaddpamainlusasTan 2010 Trafiniain
wirn s nenea Bl Sy s s ses mn s T e twasufigndaafia g




e g o—y

pping (

R

. = - - - .. .

Text will wrap around the image like a square.

e

i
P |

Hamz

B Canlrast =
-hl-h..-l.'l *

xak - N
Insest

3 Erightasss~ 3 Comprass PMdui

By crange s I! :’_ d—_| = [ Aty Boadle =

Hriven =| o Arturs Filerts #

Tal:ﬂw

itjun

Bocusentl - &hcrosaf Word

Frge Lawourt Referenoss Madmgs R.I_'HEI'

—

Fiéleire Shde

Yiew

T Pt Snage

Piture Taot

" Pammat
i| &

1 e ——a——
- i!_lrll Wespmmp.s| Sk

I :
EvmyioFont * |2 .J B s
-\b_ 2l 7k

o Baim = T

Lo 2 ansi e

a

L]

-

eSS e e A U T e e T S e TR
Soliw haua R TERN E 1 v N
Ll

ik "

a % . P
sl A LR U e e e | e

St cnwdimissanauaalan 2000 W s Tusaduadl

T P e

sEAEmENmsEmssmssmsssssEsEmssmssmEsEEEmEa

e = e

Behind Tial
I Fromd af Tesf
Top &nd Gattam
Through

v

B Loyt Dptians..

AsfE
LT

HaLa

'nﬁl'!é,uu

' da m - - s ] - -
g ‘_J@IEHﬂi!‘ﬂﬂiqun‘.l'-ﬂﬂilﬂ-ﬂiﬂu"ﬂﬂaﬂb‘!-!:I'IFmﬂ':l.ﬁHF]E Favais

wanalaniluaingm

wass i Fdamiingndizafuia

s nfrgeridtiernToat oz

AU ag A s e R AT T

SIS IR T WEETT e
sy ase a0 luin
vlnuaTan 2007 innsadld Hasand
dan s i planio ot
foae) waadilidn muuﬁaq Al Tag
Ll nwae oo fadiodLunda 41
£ sneaadudu sz wesef 5oy
BamndetAdtEnreanutha Funric

e sl acua s, g

ruasetl imwasan s i
- &

Tan 2010 ETnadaniieda

|F-‘:uﬁ5|n'r".j.~?|a & ez i

nruTm s lanansaruil




MRS ¢
. = - - - .. .

Text will wrap around the actual shape of the image.
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Double-click an image. Picture Tools tab will appear.
Under Format tab, Size group, Click Crop button. =]

Crop

Dashed line will appear around the image. Left-click
and hold one of the corners or the middles of the
sides, where there are solid black lines, and drag to
crop (remove) a part of the image. Release the mouse
when image is cropped as you wanted.
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How to revert the picture to the original

Double-click the image, Picture Tools tab will appear

at the Ribbon.

Under Adjust group on the left, click Reset Picture.

[f the image has been adjusted
contrast, or resized, or croppec
will be lost and the image will

g Reset Picture

in term of brightness,
. All those changes
be changed back to as

it was originally inserted into t|

he document.






In Microsoft Word, these are special objects:

* AutoShapes — or just Shapes
* WordArt

* Text Box

* SmartArt

* Symbols

* Equation



L

Move cursor to where you want to insert the
AutoShape

=

Shapes

Click Insert tab. Under Illustrations group, Click
Shapes

There are many shapes under many categories. Click
on a shape to select it, like this smiley.

Mouse will turn into a cross (a + sign). Left-click and
hold, then drag the mouse to draw the shape to the

desired size, the release the click. If you want to
maintain proportion, while you are drawing, press

and hold Shift.
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This will change AutoShape’s fill (inside color) and outline.
¢

Click the shape. Drawing Tools and Format tabs will appear at the
Ribbon. Go to Format tab.

Click Shape Fill, to fill the shape with base color, texture, gradient colors
or even a picture. You can also set the shape to not have any fill (No
Fill), which make it transparent.

Click Shape Outline, to change the shape’s outline. You can set the
outline’s color, width, type (dash, solid, multiple lines), or even set the

shape to have no outline.
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erting WordArt

Move cursor to where you want to insert the object.
Click Insert tab. Under Text group, click on Word Art button. 4

Select WordArt object you want from the drop-down menu.

After you have chosen a WordArt object, Edit Word Art Text
dialog box will appear. Type in the text you want at the box
where Your Text Here appear.

5. Click OK when youre done. WordArt object will appear in your
document.

6. When you click on the WordArt object, Word Art Tools and
Format tabs will appear. You can adjust the details there.

(-

S Wb

Notice WordArt is also an object. You can adjust the WordArt
object as you can a picture.
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| A |
Text
Box~

Click Insert tab. Under Text group, Click Text Box button.

Click to select the layout of text box. A text box will appear
in the document, with default text (in black bar) inside.

Type in the text you want, or press space bar to remove the
default text.

Text inside the text box can be formatted like text in other
part of the document.

Click outside the textbox to end typing.

[f you want a text box with no border, Double click the
border and click Shape Outline in the Ribbon. Select no
Outline.

Notice Text box is also an object. You can adjust a text box as
you can a picture.
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SmartArt includes diagrams, organizational charts, pyramid 4
charts. To include a SmartArt, do the following: smartar

1. Click Insert tab. Under Illustrations group, click SmartArt
button.

5. Choose a Smart Graphic dialog box will appear. Click to
select the SmartArt you want.

5. Click OK.

4. SmartArt will appear, with [Text] where the text should
be. Replace them with the text you want.

5. Click outside of SmartArt to end inputting text.

Notice SmartArt is also an object. You can adjust a
SmartArt as you can a picture.



H9-0 s

EH
.

Home | Insert

als

Cover Blank Page
Page~ Page Break

Document2 - Microsoft Ward

Table || Picture Clip
i Art

Pages || Tables Tllustrations

% A [ Signature Line ~

@ Date & Time
hart || Hyperlink Bookmark Cross-reference || Header Footer Page Text  Quick WordArt .
i ~  MNumberr || Boxt Parts+ T G " Object =

Equation Symbol

Header & Footer |

i —
fim ]
T —Trerr— |

E Relationzhip

& Matrix
Segmented Cycle

Use to show & progression or &
sequence of stages, tasks, or events in
a circular flow. Emphasizes the
interconnected pieces, Each of the first
seven lines of Level 1 tex

A Pyramid

b“lif-t.n Mivinom Vedrge o Redm Ve | Sedp

PR Bl ¢

= el iniem

;|;|., i

1

LB @S

w Ty

L
!Irl|

=
- :

rl 18
P

1




533

palhad

Symbo

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

Click Insert tab. Under Symbols group, click Symbol button.
Click More Symbols to select the symbol you want.

Symbol dialog box will appear. Click Symbol tab. At Font, you
can specify fonts with special symbols, such as Symbol,
Wingdings, Wingdings2 us:Wingdingss3.

Select the symbol you want, then click Insert. The symbol will
appear in the document.

If you want to insert more symbol, click the new symbol and
click Insert again.

You can adjust color and size of symbol like you can with other
text.
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sfting Equation

Move cursor to where you want to insert the equation. Tc|
Click Insert tab. Under Symbols group, click Equation button.

Click to select the equation you want, such as Area of Cycle or
you can click Insert New Equation to create your own.

E((i[uation box will appear with the equation inside. You can
edit and add to the equation.

Design tab is now Equation Tools tab. It contains symbols,
brackets, and other equation-related objects.

When you use equation-related object, such as radicals, you can
click to select the form you want. You can fill in the number,
variable, symbols, or other equation-related objects inside dashed
rectangles.

Click outside the equation area to finish editing the equation.

Notice Equation is also an object. You can adjust a Equation as
you can a picture.
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