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\Lab : Exploring Advance Features of Microsoft Word \

Objective(s):

‘To explore different features of Microsoft word.

Working with Textboxes
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In this lesson, you will learn how to insert a text box and how
Text Box to format it in various ways, including resizing and moving it,
Insert prefarmatted text boxes, and changing the text box shape, color, and outline.

To insert a text box:

* Select the Insert tab on the Ribbon.
*  Click the Text Box command in the Text group.
* Select a Built-in text box or Draw Text Box from the menu.

» If you select Built-in text box, left-click the text box you wish to use, and it will appear in the
document.

OR

* If you select Draw Text Box, a crosshair cursor will appear. Left-click your mouse and while
holding it down, drag your mouse until the text box is the desired size.
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* Release the mouse button.
To change text box style:

Select the text box. A new Format tab appears with Text Box Tools.

Flyer [Compatibility Mode] - Microsoft Word Text Box Tools
Page Layout References Mailings Review View Add-Ins Format
. L& shape Fill ~ o @ -
S =0 . = Shadow 3-D Position|
~ [y Change Shape ~ | Effects ~ = Effects~  ~
Text Box Styles P Shadow Effects

* Select the Format tab.

Click the More drop-down arrow in the Text Box Style group to display more style options
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Move your cursor over the styles, and Live Preview will preview the style in your document.
* Left-click a style to select it.

To change shape fill:

» Select the text box. A new Format tab appears with Text Box Tools.
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*  Click the Shape Fill command to display a drop-down list.
» Select a color from the list, choose No Fill, or choose one of the other options.

To change the shape outline:

+ Select the text box. A new Format tab appears with Text Box Tools.
*  Click the Shape Outline command to display a drop-down list.



Page Layout References Mailings Review View Add-Ins Format

gShapc Fill ~ | B a @ -

BEE D52 A
= Ll I 3D Position _

* | Theme Colors -, Effects - - B

Text Box Styles || | I [ I I IO I I O v Effects
1

All Presenters pleas Ili ﬁ __ _\ge area.
e L

All Media Personne standard Colors BallroomF.
[ PEEEEN

No Outline

12 More Outline Colors...

» Select a color from the list, choose No Outline, or choose one of the other options.
To change the text box shape:

* Select the text box. A new Format tab appears with Text Box Tools. O Click the Change
Shape command to display a drop-down list.
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* Select a shape from the list.
To move a text box:

e Left-click the text box. Your cursor becomes a cross with arrows on each end.
*  While holding the mouse button, drag the text box to the desired location on the page.
* Release the mouse button.

To resize a text box:
* Select the text box.

* Left-click one of the blue sizing handles.



*  While holding down the mouse button, drag the sizing handle until the text box is the desired

size.
Inserting Clip Art
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To locate Clip Art:

¢ Select the Insert tab.

*  Click the Clip Art command in the lllustrations group.
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Insert Clip Art into the document,
including drawings, movies,
sounds, or stock photography to
illustrate a specific concept.

* The Clip Art options appear in the task pane on the right.
* Enter keywords in the Search for: field that are related to the image you wish to insert.
*  Click the drop-down arrow next to the Search in: field.

» Select Everywhere to ensure that Word searches your computer and its online resources for
an image that meets your criteria.

*  Click the drop-down arrow in the Results should be: field. I:IDeseIect any types of images you
do not wish to see.
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* Click Go.

To insert Clip Art:

* Review the results from a Clip Art search.

*  Place your insertion point in the document where you wish to insert the Clip Art. O
an image in the task pane. It will appear in the document.

OR

*  Left-click the arrow next to an image in the task pane.

» Select Insert, Copy, or any of the other options on the list.
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Working with Shapes
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Additionally, you will learn to apply 3D effects to shapes that have this option.

To insert a shape:

» Select the Insert tab.
*  Click the Shape command.
* Left-click a shape from the menu. Your cursor is now a cross shape.

* Left-click your mouse and while holding it down, drag your mouse until the shape is the
desired size.

* Release the mouse button. To change shape style:

* Select the shape. A new Format tab appears with Drawing Tools.
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*  Click the More drop-down arrow in the Shapes Style group to display more style options.
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* Move your cursor over the styles, and Live Preview will preview the style in your document.
* Left-click a style to select it.

To change the shape fill color:

* Select the shape. A new Format tab appears with Drawing Tools.
*  Click the Shape Fill command to display a drop-down list.
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* Select a color from the list, choose No Fill, or choose one of the other options.

To change the shape outline:

» Select the shape. A new Format tab appears with Drawing Tools.
*  Click the Shape Outline command to display a drop-down list.

» Select a color from the list, choose No Outline, or choose one of the other options.

To change to a different shape:

» Select the shape. A new Format tab appears with Drawing Tools.

*  Click the Change Shape command to display a drop-down list.
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To change shadow effects:

* Select the Format tab.
e Left-click the Shadow Effects command.

*  Move your mouse over the menu options. Live Preview displays how it will appear in your

document.
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* Click an option to select the shadow effect.

Select Shadow Color from the menu, and choose a color from the palette to change the color of the
shadow on your shape.



To change 3D effects:

You cannot add a 3D effect to all shapes.

* Select the Format tab.
* Left-click the 3-D Effects command.

Move your mouse over the menu options. Live Preview displays how it will appear in your
document.
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* Click an option to select the 3D effect.

After you have chosen a 3D effect, you can change other elements of your shape, including the color,
depth, direction, lighting, and surface of the 3D effect on your shape. This can dramatically change

the way the shape looks. You can access these options by clicking the 3-D Effects command. Working
with Pictures

Pictures can be added to Word documents and then formatted in various ways. The picture tools

in Word 2007 make it easy to incorporate images into your documents and modify those images
in innovative ways.

In this lesson, you will learn how to insert a picture from your computer, change the picture style
and shape, add a border, and crop and compress pictures.
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Insert a picture from a file.
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To insert a picture:

. Place your insertion point where you want the image to
appear.

. Select the Insert tab.

. Click the Picture command in the lllustrations group. The

Insert Picture dialog box appears.
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Insert Picture from File

Insert a picture from a file,
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ik

» Select the image file on your computer.
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* Click Insert, and it will appear in your document.

Left-click a corner sizing handle, and while holding down the mouse button resize the image. The

image retains its proportions.

To wrap text around an image:

* Select the image.



¢ Select the Picture Tools Format tab.

*  Click the Text Wrapping command in the Arrange group.
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» Left-click a menu option to select it. In this example, we selected Tight.
*  Move the image around to see how the text wraps for each setting.

* The Position button has predefined text wrapping settings. The Position button is to the left
of the Text Wrapping button.

*  Click the Position button, and a drop-down list of text wrapping options will appear. Hover
over an option to see what it does.

If you can’t get your text to wrap the way you wish, click the Text Wrapping command, and select
More Layout Options from the menu. You can make more precise changes in the Advanced Layout
dialog box that appears.

To change the shape of a picture:

*  Select the picture.
* Select the Format tab.

*  Click the Picture Shape icon. A menu appears.
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* Left-click a shape to select it.



To apply a picture style:

aut

Select the picture.
Select the Format tab.
Click the More drop-down arrow to display all of the picture styles.

Hover over a picture style to display a Live Preview of the style in the document.
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Left-click a style to select it.

To add a border to a picture manually:

OR

Select the picture.
Select the Format tab.
Left-click the Picture Border command, and select a color.

Select Weight from the menu and choose a line weight.
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Exercise 1

Create an advertisement as shown below.
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