?f W Penticton Seniors' Computer Club
nstruction Adding Pictures to a Word Document
Introduction

Y ou must have already created a document to follow these instructions. If not, follow the
instructions in Starting Word, Creating a Smple Document and Saving It.

Start the Word program then load the document you wish to add pictures to. If you need instructions
on how to do this see Loading the Document in the Changing Text Syle, Colour, Font Face and Sze
instruction sheet.

Picture Files

In order to add a picture to a Word document you must have access to one or more pictures on your
computer. Pictures are stored in acomputer in filesin avariety of formats. Usually the format is
indicated by the extension of the file name. Thisisthe part of the name following the last dot in the
name. Some of the more common picture formats are indicated by such extensions as .jpg, .gif, .tif,
.bmp, .png and so forth.

Before you can perform the following instructions to put pictures into your document you must
know where you have the pictures stored in your computer. Before continuing make sure you know
which disk and folder the pictures you wish to use arein.

Adding aPicturein Linewith the Text

The simplest way to add apictureistoinsert it asif it were aletter of text. That is you will insert the
picture somewhere within the text and it will behave just asif it were aletter or other character.
Therefore you can put it on aline by itself by using the Enter key before it to start anew line for the
picture and after it to continue text on a separate line after the picture. Y ou can type spaces or other
characters before it to move it to the right or remove them from before it to moveit to the left. To
add a picturein line with text do the following. We will add a picture between two paragraphs, size
it and centre it.

1. Move the mouse cursor to be at the beginning of the blank line between two paragraphs and
click the left mouse button. This puts the document cursor there and indicates where the
picture will beinserted. (To make afollowing step easier you might type one or two spaces

here.)
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2. At thetop of the Word window click on Insert (the top green arrow above), then scroll down
to Picture (the bottom green arrow) and click on it, then move over to the next drop down
menu to the right and scroll down to From File... and click onit. An Insert Pictur e window
will appear. If the folder that has your pictures shows in the Look in box at the top then the
picture file should be shown in the list. Scroll to it and click on it to select it then click on the
I nsert button. Otherwise click on the down arrow at the right end of the Look in box and
browse to find the disk and folder and picturefile. (If you have trouble doing this see the
instruction sheet Browsing to Find a File.



3. The picture will appear in the document. It
may be too large and not even fit properly on
the page. To resizeit click on it to put handles
(little squares) at its corners and in the middle
of its edges. Then move the mouse cursor to
be over the bottom, right handle (the cursor
will become adouble headed arrow). Hold the | &
left mouse button down and move the handle e
up and to the left. The picture size will change as shown by a dotted rectangle When you
rel ease the mouse button the resized picture will show. Y ou can aso use the other handles to
change the picture but it will be distorted if you use a handle on one of the sides. Repeat the
above to increase and decrease the picture until it is the size you wish. To unselect the picture
and remove the handles click on it.

4. The picture will not be centred. Y ou can centre it by moving the cursor to be before the
picture and typing spaces or deleting spaces. A better method, however, isto select the
picture by clicking on it to show its handles and then clicking on the Centre icon (the red
arrow in the figure above) at the top of the Word window.
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Adding a Pictureto Havethe Text Wrap Around It

Usually you will want one or more pictures to occur within a document page and have the text wrap
around them. Thisis easily done as follows.

1. Add apicture using the same instructions as above. In this case, however, it is convenient to
add the picture at the bottom of the document. Thiswill just be temporary since we shall be
moving it later. Resize the picture to be a convenient size as described above.

2. Make surethe pictureis highlighted =
(showsits handles) by clicking on it if WO Ot FESEEY Y B,
necessary. Then find the picture tool box
as shown on theright. If it isnot visible in the Word window click on View then on the
dropdown menu select Toolbars and then from its menu select Pictures. Click on the text
wrapping icon, B and then from its dropdown menu click on Square. The handles on the
picture will now have changed to be white circles and there will be a green picture rotating
handle at its top (the red arrow in the figure below).

3. Youcan still change the size Of the PICTUIe i werd socumen: thatbas some sext ped oo it Kotic that e
by using its handles. But you Can NOW @S0 5T fon i muine e desument by chsiing o
move the cursor to be anywhere within the |2, e o o e Word dosrens wiadow
picture (it will become a cross of arrows), et e siorsize

font used is the

You can alsa change the font face and size of already
h0| d the | eft mouse bUtton dOWﬂ, and typed text by highlighting it and then selecting a new
H tont face and/or size as above.
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can a'so rotate the picture by moving the
cursor to be over the little green rotation handle (it will become a circular arrow), holding the
mouse button down and moving it to rotate the picture.

Add any other pictures you need then save the document if necessary by clicking on File, then Save.
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