Intermediate Microsoft Word 2000

Introduction

In this section of the course, we will be working with inserting ClipArt and pictures; WordArt; and using bullets and numbering. 

Inserting Clipart and Pictures

Inserting clipart and pictures into a document can significantly increase the impact and clarity of a document.  Each of the screen images in this handout is a picture that was inserted into Word.  
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ClipArt

To insert ClipArt, click on Insert, Picture, and then ClipArt.  
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When the ClipArt Gallery starts, the window below will appear.  
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There are many categories that you can either browse through, by clicking on the category name, or you can search all categories by typing in a topic or keyword in the ‘Search for clips’ area a the top of the screen.
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In either case, to insert the image, click on the sample image and then click on the Insert Clip icon.

Note:  There are some clipart files that are installed onto your hard drive in the normal Office install.  To access others, you must have access to the Office CD-ROM or you must copy them to your hard drive.  

Formatting ClipArt

[image: image7.wmf]Many times, ClipArt is not the correct size when it is inserted.  All images in Word, both ClipArt and Pictures, can be resized.  This is accomplished by clicking on the image, which prompts Word to show the Sizing Handles.  These are small squares at the mid-area of the sides, top, bottom, and at each corner.  To change an image’s size, left click and hold on one of the Sizing Handles, and then ‘drag’ the image to the size that you want.  If you do this from one of the corners, the image will be changed proportionally.  If you do this from anywhere else, the image will be distorted.
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In this image, the top right corner was moved inward along the path of the arrow, shrinking it proportionally.  The dotted line inside the image shows you the image size as it shrinks (or grows).

Images and Text

By default, Word thinks that you do not want text next to any image  This is fine if the image takes the majority of the page width; however, most of the time, this is not the case.  To allow text next to an image, right-click on the image.  The screen below will appear.  Click on Format Picture.
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Clicking on the Layout tab provides you access to all of the choices that Word offers.  In this document, all of the images have a Square text wrapping style, which allows text to wrap around the image on all sides.   Also you can choose the horizontal alignment here by clicking the radio buttons.
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wrapping style.  The text is at the top and bottom of the image.
	[image: image13.wmf] 

This is the ‘Tight’ wrapping style.  The text follows the contour of the image.
	Although they are available, I don’t use the last two choices very often.  Occasionally, it may be useful to have an image behind your text.  I’m not sure why you would want the text behind the image.
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Inserting Pictures 
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Inserting pictures is very similar to inserting ClipArt, except that you need to know where the file that you are going to insert is located.  To insert a picture, go to Insert Picture, then click on From File, as shown here.
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The Insert Picture window will appear.  Select the file by double-clicking or by clicking once to select, and then clicking the Insert button.
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Resizing pictures and wrapping text is exactly the same as with ClipArt, shown earlier.

Inserting Images from the Internet

The Internet is full of images that can either be downloaded or copied.  The caveat is this: many images on the Internet are protected by copyright.  Check the site prior to using any image for copyright information.  There are many sites that provide images that can be freely downloaded and used for non-commercial use.  For our purposes, I will be copying an image from the Del Norte Unified website and inserting it into this document.
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With your web browser open to the Del Norte District home page (www.delnorte.k12.ca.us), right-click on the logo at the top of the page, then click on ‘Save Picture As’ to save a copy of the file to your hard drive.  

[image: image21.png]Document5 - Microsoft Word

Ble Edt Vew Insert Format ook Table Window Hep
a|@ Ry ¥ selingand crammar.. F7
Language »
Word Court,
K ) auosummrte.
Track Changes »
Merge Documents.
Brotect Document.

Normal = Times New Ran

Online Collaboration »
B Ml Mege,
= Envelopes and Labeks,
- Letter Wzard,
Macro »

- Templates and Add-Ins.
Custorize,
options.





This screen lets you decide where you want to save the file on your hard drive.  You can also rename the file here, although you do not have to.  When you save a file, it is important that you save it to a folder where you can find it.  Some versions of Windows create a folder called My Photos where images can be saved temporarily.  You can also create your own folder.  

Inserting the District logo image we downloaded is now exactly like inserting any other picture.  Click on Insert, then Picture, then select the folder in My Documents where you saved the image and double-click on the image name.


WordArt


WordArt is something that I don’t use often; however, there are a few things that are close to impossible to do any other way in Word.  Particularly, WordArt allows you to create some interesting text formatting effects.  To access WordArt, click on Insert, then Picture, and then WordArt.  The WordArt Gallery, shown below, will appear.



Clicking on the WordArt style you want to use will produce the window below, there you can enter the text of your WordArt creation, as well as change the font style and size.


With Great Originality, this is the WordArt that I just created: 


WordArt can be resized, and have text wrapped the same way as a picture or ClipArt.

Bullets and Numbering


Bullets and numbering can help you make a point or emphasize text.  The easiest way to make formatting of this type work is to type your points in first, pressing the Enter key after each one.  When all the points are made, highlight the text, then right-click on the highlighted area. At the menu, click on Bullets and Numbering.




When the Bullets and Numbering window appears, click on the bullet style you want, or click on the Numbered or Outlined Numbered tabs, and select from the choices there.  If you want to remove bullets or numbering from a list, you do I here as well.  Highlight the affected text, right-click to get to the Bullets and Numbering window, and then click on the ‘None’ box.

Bullets and Numbering also has a tendency to drive some folks crazy, since sometimes what Word thinks you want to do, isn’t.  Here’s how to turn off the Auto Formatting for Bullets and Numbering.



Click on Tools, then AutoCorrect.



At the AutoCorrect window, click on the ‘AutoFormat As You Type’ tab.  In the ‘Apply as you type’ section, uncheck ‘Automatic bulleted lists’ and ‘Automatic numbered lists’.
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