SfateUNIVERSITY .

University Information
Technology Services

Microsoft Oftice Word 2013
Working with Graphics

University Information Technology Services

Training, Outreach, Learning Technologies and Video Production




Copyright © 2014 KSU Department of University Information Technology Services

This document may be downloaded, printed, or copied for educational use without further permission of the
University Information Technology Services Department (UITS), provided the content is not modified and this
statement is not removed. Any use not stated above requires the written consent of the UITS Department.
The distribution of a copy of this document via the Internet or other electronic medium without the written
permission of the KSU - UITS Department is expressly prohibited.

Published by Kennesaw State University — UITS 2014
The publisher makes no warranties as to the accuracy of the material contained in this document and
therefore is not responsible for any damages or liabilities incurred from UITS use.




University Information Technology Services

Microsoft Office Word 2013
Working with Graphics

Table of Contents

TaYdfoTe [V o1 1 o] [P UUURR 4
M T a1 T e T 0 o JT=T ot V=PRI 4
WOTrKING With GraphiCs ..eeiieiiiiiiiiiie et et e s st e e e st e e e e snsbeeeesasbaeeeeaasaeeeessseeeesessneesanns 5
INSEITING PICTUFES ..t s s s s sttt ssssbssssssssssssmsnsssnnn 5
INSEITING ONIINE PICTUIES....eiiiiiiiie ettt et e e s ettt e e e s bt e e e sabteeesssbaeesesssaaeessnsseeessnnsnneessnns 6
Modifying Graphics With PiCtUIE TOOIS .......uuiiiiiiiiie ettt e e s st e e s e bae e e s sabeeeessnaaeeesans 8
AddiNg StYIES YOUI GraphiC....uuiiiei i e e e e e e e st e e e e e e e e sesastaereeeeaseessanstsenneeasesennnns 8
Y AT o T3 T G = o | ol 9

Y=t o Yoy 1 aTe] o 11 a4 TN xd Tl o U] =N 11
IR AT A = o o 11 =SS 12

T =T AT Y =] =T o T3 PSSP 13
Modifying Shapes With Drawing TOOIS ........ueiiiiiiiii et e e e e e e e e s b e e e e s earae e e e enraeeeeannreeeas 14
Y AT T4 B 1 = 1SS 14
2T 1= o 1oV =25 15
Accessing the Drawing Tools — FOrmat Tab ... e e 15
AddiNg StYIES t0 YOUN SMAPES...ceieiii it e e e e e s e r e e e e e e e e s abeereeeeeeeessanntreneeeeeeeennnns 15
APPIYING COlOr 10 YOUI SNAPE coeiieiii ettt e e e e e e e e e s e s et ae e e e e e e e sessansetaeeeaeeeeesannssenneeasesannnns 16
Changing the Shape OULINE ..o e e e e e e e et e e e e e e e s e anereaeeeeeeeeennnseeens 17
NV o 1T T o F= Y =SS 17

¥ o I = G o 3= T o T o TS URURPR 18
L= T T 0 4 = [ 2 o 18
o [1a e V=] a0 = 7 o d €] = o] o oL PP 19
Tl g A g Y= a @ o F- T o £ PP PPRPPN 20
o [1aTq Y=Y Lo TV O O s T-1 o PR 21
Tl g A g Y= Yol F oY= o1 o T} £ PP PPPUPRN 22
To take a screenshot of an aCtiVe WINAOW: ........uiiiiiiiiie e e e e e e 22

To take a screenshot of @ SECLION Of YOUI SCIEEN: .......uviieiiie it e e e e e arreaeeeee s 23
INserting Video iNtO YOUT DOCUMENT ........uviiiiiieiiieiccireeeeee e e e eeetrrree e e e e e esettrreeeeeeeeeseasnrraseeeeeesessastssseneeeeeennsnnnrsens 24
IR 20 G OSSPSR 26
LR =T T T T =D = Lo U 26
DT A T oY= T I a = o ) 28
FIOWING TexXt DETWEEN TEXE BOXES ..vieiiieieeiirieeieeeeeieiciitrreeteeeeeieiiraeeeeeeeeeessstssaereeeeessessstssnreseessessssssrraneeeeens 28

Fi¥e [o [1d ToTa =1 I = 1] 1 TSP UTTRRRRRPPP 30



Introduction
This booklet is the companion document to the Word 2013: Working with Graphics workshop. The
booklet will show users how to insert graphics and text boxes into a Word 2013 document using the

tools found on the Insert tab, and how to edit them.

Learning Objectives

After completing the instructions in this booklet, you will be able to:

Insert graphics in the form of Pictures, Clipart, Shapes, Video, and Screenshots
Understand how to modify and format graphics

Understand how to modify and format shapes

Understand how to insert video into your document

Understand how Text Wrapping works

Understand how to insert text boxes and link them together

Insert text into shapes

Revised 8/7/2014 Page 4 of 30



Working with Graphics

The use of graphics will enhance your documents and allow you to provide the reader with additional
information in the form of a visual aid. The following section explains the various graphics features in

Word 2013.

Inserting Pictures
The following explains how to insert an existing picture saved to your computer into your Word

document.

HOME INSERT DESIGN

1. Click the insert tab.

2. Inthe lllustrations group, click the Pictures button (See Figure 1).
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Figure 1 - lllustrations: Pictures

3. The Insert Picture dialog box will appear. Select the picture you wish to insert from your

computer (See Figure 2).
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Figure 2 - Insert Picture Dialog Box

4. Click the Insert button.
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