CSUS - College of Education Dr. Bruce A. Ostertag

Intermediate Microsoft Word

(Demonstrated using Windows XP)

lllustrated Word Processing

Adapted from Taskstream Word Tutorial (2005) < http://www.taskstream.com >
Updated 4/05 by Dr. Bruce Ostertag

Why lllustrate Word Documents?

One of the great things about the World Wide Web is the seemingly endless supply of images
available. So how do you take an image from the Web and place it in a word-processed
document?

Most images on the web are stored as files, either in the .jpg (pronounced “JAY-peg”) or .gif

(pronounced “jiff” with a soft “g”) format. Images taken with digital cameras are also stored in .jpg
or .gif format. You can copy these files and insert them into your documents.

Teachers find the use of graphics make lessons more compelling/motivating for students.

What’s In This Tutorial?

This tutorial will guide you through:
1. Inserting an image of a map of your hometown into a Word 2002 document.
2. Inserting a Clip Art graphic into a Word 2002 document.
3. Formatting the images to fit within your document by using the various image
formatting features in Word 2002.

Requirements

The following must be submitted for partial credit to meet the word processing technology
standards set by California for educators:

1. Varying graphics (clip art and pictures)

2. Varying Wrap-Around styles

3. Text that has a variety of: Draw features, Color, and Styles

4. Evidence that a Spelling and Grammar Checker was used (e.g., NO

typos, misspellings, or grammatical errors)
5. A Table (at least two columns and three rows)
6. A Hyperlink
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l. Getting Started

Open Microsoft Word. Then go to the View menu and mouse down to Toolbars. Make sure that
you have the following toolbars open: Standard, Formatting, Drawing and Picture. This will
ensure that you will have a button accessible on the toolbar for most of the entries that we will
use from the menu files.

Then open an Internet browser — either Microsoft Internet Explorer or Netscape Navigator. |
have opened Internet Explorer.

If you want to switch back and forth between
Word and your browser, use the Alt key and

the Tab key. Clicking Alt + Tab will give you Yy g
this dialogue box: > J @
Each time you hit Tab (with the Alt key still

depressed) you will switch between the open

documents, in this case Word, Internet
Explorer, and a file folder.

win_msword_intermediate.doc - Microsoft W...

Il. Finding an Image

Go to your open browser. Click on the Address/URL bar. When the text in the URL bar is
highlighted, type in the URL of any search engine. For this tutorial, type in the following URL:

Fle Edr  ¥ew Favontes Tools  t

http://www.yahoo.com i ‘
\ Q- A & G

Htp: ! fwvn, yahco.com

When the Yahoo! Web page comes up, click on the text link Maps, which is located below the
Search box.

= - Advanoed
Search the Wak: l Search I --’::e:e:*es

afe for your favorites | Personal Assistant

N, Gatfre= email vith SpaméG
N

New Yahoo! Yodel Challenge -

Shop Auctions, Autos, Clasgilieds, Real Estale, Shoaping, Trave

. N - ; vahoo! Mall - Sign up now
Find Hetlobs, Mans Ag:uplr:- Search, Personals, Yellow Pages A " i
Connect Chat, CeoCities, Greetings, Croups, Mail, Messenger, Mobile [mbom o R ST




CSUS - College of Education Dr. Bruce A. Ostertag

Intermediate Microsoft Word

When the Yahoo! Maps page appears enter your street Yahoo! Maps

address and city, state, or zip code in the appropriate
Maps | Driving Directions

boxes.
Address Business

Enter addiess or select from My Locations

Click on the button Get Map.

My Locations Sign In
— My Locations —

Address
[ Address, Intersection or Airport Code )

City, State ar Zip

A map of the location you typed in will appear, simi

below.
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lll. Saving an Image
In order to insert the image into a document, it must first be saved to a location on your computer.

To save the image, put the cursor over the image and hold
down the right mouse button. A drop-down menu will
appear. Scroll down and select the Save Picture As

Save Picture As...
E-mad Picture...

Prink Picture., .

Go to My Pictures

Set as Background

Set a5 Deskzop Item...

option.

Copy

Add to Favorkes...
Open Image in New Window

Properties

! Hasghal
02002 Navigatien Tachasloges LS TEC ]
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A dialog box will open, allowing you to save the image to any location on your computer. For the
purposes of this tutorial, save the image to the computer’'s Desktop.

Rename the image by clicking in the File Name field, so that the default file name is highlighted,
and type in the Word, “mapimage.” Then click the Save button.

picur 7))
Save in: | [Z} Desktop L] (] &5 B~
; j My Computer
X ») )My Network Places
My Recent | )FOR BRUCE
DocurTenls ) JaneStuff
‘> [ ‘f}- [)Pattstuff
| pix

Desktop () social security

. ) stuff
- ) WordBruce
58
My Computer
>
My Network
Places L
File name: |mapimage j Save I
Save as lype: GIF [*.qif] - Cancel

Microsoft Word should reappear on your
desktop once you close your browser. If you ! :
want to keep both Microsoft Word and your -~ @
browser open, hold down the Alt key and push
the Tab key. Push the Tab key until the

Microsoft Word icon is in a blue block and the
name of your document appears.

win_msword_intermediate.doc - Microsoft W...
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IV. Inserting an Image

To insert the map image into your Microsoft Word document, position the cursor by clicking the
mouse on the page where you want the image to be inserted.

Now, either click on the From File button

or go to the Insert menu

_ﬁ: ‘_nsert Format Tools Table ‘Window Help Acrobat

and select Picture.

Then select From File.

The Insert Picture dialog box will appear.

a g‘ Break...
Autos Page Numbers...
Date and Time...
— AutoText >
= I S S
= Symbal... I
Ld Comment
Reference »
Picture i Clip Art...
% Diagram... B From File...
| Text Box @ From Scanner or Camera...
File... 5= Organization Chart
Obiject... élj New Drawing
Bookmark... (& Autoshapes
@& Hyperlink...  Ctrl+K 4| wordart...
[ﬂ Chart

To locate the saved image, click on Desktop on the right side of the window. (That is where you
should have saved your image.) You will see thumbnail shots of each item on your desktop.

If you do not see your picture,
make sure that you have
selected All Pictures in the Files__|
of Type drop down menu. You
should see the thumbnail image
of your picture, “mapimage,” in
the window. Click once on the
image.

Insert Picture

Look in:

Finally, click on the Insert butto

=)

on the lower right of the dialog
box.

Favorites

ey

My Network
Places

PIX

ILLQ Desktop ﬂ &~ @ X i ~ Tools ~
~
e
books. gif hwy02_animated. gif
]
T r o
£ 7/
justice, on white.jpg mapimage. gif SylviagLloyd.jpg v

File name: |

=l

Files of type: IAII Pictures (*.emf;*.wmf;*.jpg;*.jpeg;*.jfif;"‘.jpe;*.png;ﬂ

Insert  ~
Cancel

/
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V. Wrapping Text around the Image

If you pasted your picture into the middle of a paragraph, you may have noticed that the text did
not wrap around the picture, or worse, Microsoft Word would not let you place the picture within
the paragraph. Fear not! You can fix this problem with a feature called Text Wrapping.

Format ‘mls_'l'.gbleggbndnw_

Select the image you placed into your Word document by clicking it

Borders and Shading... once.
Then you can either click the Format Picture button 5;.;;
. or go to the Format menu and select Picture.
&) Background »
[ Theme...
Frames >

'é'] AutoFormat. ..

I&j Picture.., & s }

The Format Picture dialogue box will appear, often on the “Picture” tab. Select the Layout tab
from the formatting dialog box, and click it once.

Select one of the wrapping styles. | have

Format Picture

used square in this document. v
Colors and Lines| Size Layout ’Picture | | Web |

Then choose the Horizontal Alignment, oEre

where you want the picture to be in

relation to the text. b d b ’ f = ‘ wf
Click OK. If you originally placed your Inline with text  Sguare Tight Behind text  In front of text

picture in the middle of a paragraph, the

text should now surround the picture. R Horizontal alignment _

" Left " Right " Qther

Save the document right now by going to
the File menu and selecting Save As.
You should change the name of the

document so that you are not saving over Advanced...
the common document that everyone is

using. OK | Cancel l
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V. Exploring Additional Formatting Options

Note: If your document gets hopelessly messed up during this experiment, close the document by
selecting Close from the File menu. Click on Don’t Save when asked whether you want to Save
the Changes, and then Open the document (from the File menu), and begin again. If you like
the final formatted version and wish to save it go to File and Save.

Moving the Image

YAH%!&- 2
Select the image by clicking onit. You w %&, W
will know the image has been selected, Yy gy

because tiny boxes or circles will appear
along the perimeter of the image. These
are called handles and are used to
resize the image.

Note: To learn more about resizing
images, go to the Resizing Images
section below.

Using the keyboard arrows, experiment
with moving the mage up, down, left, and
right.

You can also “drag” the image around by
clicking the center of the mage and
holding on it with the mouse button
(called “grabbing”) and move it around
the page. However, it is more difficult to

R
5
Bellevue - £

g . . . 2
position the image with the mouse than it E—2" 504 Hospital J
is with the arrow keys. ©2003 Yahoo! Inc ©2002 Navigation Technologies DA TESH],

Wrappin

Using a combination of moving and different wrapping scenarios, Format-> Picture> Layout,
experiment with formatting the page. To see the entire page, go t

(o}
Print Preview in the File menu or push the Print Preview button./

Go to File-> Close (or File-> Exit) from the File menu when you are done.

Resizing the Image

Once an image has been inserted into Word, you can resize the image to better fit your page. To
do this, select the image by clicking on it once. The handles will appear around the image.

You will note that when your cursor rolls over the handles of the image, the cursor changes to an
arrow with a point at either end. Once you see that double-headed arrow appear, click and hold.
If you now move your cursor back and forth, you will see that the image is getting larger and
smaller. Let go of your mouse button when you have the correct sized image.

Note: If you radically resize an image, the image will become distorted.
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Cropping

There will be times when you may want only a portion of the image that you have copied from the
Web (e.g. you only want one section of a map). To do this, you will need to crop the mage with
the cropping tool.

First select the image you wish to crop. Then, look for a toolbar on your screen that contains
these icons.

If you can’t find it, open it again from

the View menu, select the Toolbars  Ficture v X
option, and then select the Picture il = =

option. The Picture Toolbar will

appear.

The icon with two crosses, 7™ from the left, is called the cropping tool. To use it, click on it once
in the toolbar, and go back to your selected picture. You will notice that when you roll your cursor
over the handles, the handles change into solid lines around the picture. If you now click and
hold and move your cursor into the picture, you will not resize the picture, but you will crop it
instead.

Experiment with the cropping tool on the Yahoo! Map image. If you crop too much, remember
that you can use the Undo option in your Edit menu to restore the image.

Inserting Clip Art

Insert < = Sble— = The techniques for inserting Clip Art are

Break... A4 fairly close to how one adds a graphic from

Page Numbers. .. afile.

4

>

Date and Time...

i
i s B

[

4|

i

Either click the Clip Art button

AutoText »
. 1 [ 2 1
e or, under the Insert menu,
Symbal...

L3 Comment scroll down to Picture
Reference »

and highlight Clip Art.

| Picture 4 Hfﬂf Clip Art... 4/r
¢°% Diagram... From File...
25 Text Box ETQ From Scanner or Camera...

File... 5oz Organization Chart

Object... 4 j New Drawing

Bookmark... (43

44 AutoShapes
W, Hyperlink...  Ctr4+K 4[ Wordart. ..

HL]I Chart
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The following Insert Clip Art menu appears at the right-hand side of the Word window:

Insert Clip Art v X

Search For
Now enter a search term. For this example, please use

Search text:
“Teamwork” and click the Search button.

Teamwork

Search Restore

Other Search Options

Search in:

All collections v
Results should be:

Multiple media file types v

A gallery similar to this will appear. Insert Clip Art

Results:

a

&y

&

Please note that there may be
photographs, movies and sounds 9
among the Clip Art graphics. 9]
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To use the image in your Microsoft Word document, click on it, and then pick Insert from the
drop-down menu.

Insert Clip Art v X

Results:

2

R

9 9]

Insert

FJ

Copy
¥ Delete from Clip Organizer

Open Clip In...

Tools on the Web...

% Copy to Collection...

Edit Keywords...

Find Similar Style

l PreviewSProperties

This is the image that was finally chosen. We can now manipulate it in the same way we handled
the earlier map graphic.

S

10
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VI. Finishing the Document

Now that you have manipulated the image of the map of your hometown, go out on the Web, and
find a picture of something in your town or connected to your town in some way. You can use
Yahoo!, Google or any other search engine to look for images.

Save the image as a file, and insert it into your document using the steps detailed in the Inserting

an Image section of this tutorial. Then reformat your document to your liking. Finally, save the
document.

VIl. Inserting Images from a Digital Camera or Scanner

Images from a digital camera or a scanner are also stored as .jpg or .gif files. Therefore, once
you have taken a picture with a digital camera or scanned an image, the procedure for inserting
them is the same as it is for a web image.

To take or scan the picture, follow the instructions that came with your hardware.

VIII. Inserting a Hyperlink

There are times when it is useful to go from a Word document straight to the world
wide web. For example, if the Word material is about the CSUS special education
department it is nice to be able to go to the web site for more information on that
topic.

Highlight the text or graphic you for which you wish to create a hyperlink.

1986 ———_ - e i—

,,,,,,

| - i Let us assume that we want to link
|/ | [D 17 4— this graphic to the EDS
- ) I " Departmental web page.

Highlight the graphic (in this
case) with a single click.
Remember, you can the do the
same by highlighting text,

«1 ﬂ }\ o Li
“Dr. Ostertag, may I be excused? My brain is full."

11
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Format_Font

On the Word Menu, go to Insert and scroll

down to the bottom to select Hyperlink. _‘

This Insert area is the same place where
Pictures (i.e., graphics), Objects (i.e., tables),
Text, Movies, etc. can be located for
placement in the document.

When you click on Hyperlink, the following
screen will appear :

Insert Hyperlink

!
]

4

Break 3
Page Numbers...

Date and Time...
AutoText [ 4
Field...

Symbol...

Comment

Footnote...
Caption...
Cross-reference...
Index and Tables...

v

Picture
HTML Object 4
Text Box

Movie...

File...

Object...

Bookmark...
Hyperlink... #EK

£ You will now fill in

Link to: <

Display:  CSUS EDS Home Page the URL address
— where Link to: is
( ScreenTip... )
—— located.
{Web Page | Document E-mail Address -
@ |G} Favorites b | History )| ( Launch Web Browser )

Enter the Internet address (URL) of the Web page you want to link
to. Click Favorites or History to link to a Web page you've visited

before or visit frequently.

@ Anchor:

If you want to link to a specific location (anchor) within the Web
page, enter the name of the anchor above or click Locate to find it.

( Cancel )

12
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Make sure you include the http://, part of the address. Afterward, hit OK

/ Insert Hyperlink

Link to: http://edweb.csus.edu/departments/eds I | @

Display: CSUS EDS Home Page
( ScreenTip... )

[Web Page Document | E-mail Address

l% (@ ravortes b [@ Histoy ( Launch Web Browser] )

Enter the Internet address (URL) of the Web page you want to link
to. Click Favorites or History to link to a Web page you've visited
before or visit frequently.

E@ Anchor:

If you want to link to a specific location (anchor) within the Web
page, enter the name of the anchor above or click Locate to find it.

( Locate... |

( Cancel ) ( OK )

THAT’S IT!

IX. Saving Word as a Web Page Document [BONUS ACTIVITY]

For more advanced users, you may wish to try and save your Microsoft Word document for use
as an internet web page. You can do this rather simply by
the function you use under the File menu.

File | Edit View Insert Format Tools Table
New... ol |

"
(= Open... Ctrl+0

Open up File and scroll down to Save as Web Page. Select
this option.

i

Save Ctrl+S

Save 4s...

Save as Web Page...

& e

Search...

Versions...

‘Web Page Preview

Page Setup...

[__E)\ Print Preview

& Print... Ctrl+P
Send To >
Properties

1D \win_msword_intermediate.doc

2 D:\Documents and Settings\...\Docl.doc
3D \win_msword_intermediate.doc

4 D:\...\FOR BRUCE\Document1.doc

Exit
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You will then see a screen that looks like the following. Again, save your page to the Desktop so
you can find it easily. You'll notice that Word saves your document file name followed by .htm.

Save in: I@ Desktop j B v Tools v
j} My Computer
=4 | & JMy Network Places
Hstory | CJFORBRUCE
|2) JaneStuff
2 ()ms_word
D) PattStuff

My Documents hj pix
| D) social security

w | stuff
|-0)WordBruce

ﬂ, =) Page title: / Change Title... |
2= File name: |win_msword_intermediatelhtm LI | Save I
My Network =
Places Save as type: |Web Page (*.htm; *,html) Ll Cancel I

Notice that the Save as type: selected for you is automatically Web Page.

That’s it!

A note of caution: Microsoft Word does not always save your web document exactly like
it appears as a regular word-processed file. Spacing, graphics, fonts, borders, tables, etc., can
appear differently on viewing computers using different browsers. It is recommended you “clean-
up” the saved web page by opening your saved htm document in a web page editor (e.g.,
FrontPage, Claris Homepage, or Dreamweaver).
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