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To insert an image or picture, first save it to your computer - usually in “My
Pictures”.

Open up a blank Word document. It's useful to have a space above and below your
image so press the [Enter] or [«1] button 3 times then use the up arrow once to

move up 1 line.

To make use of the symbol short cuts check that the correct “toolbars” are on view.
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Your icons may be on view at either the top or bottom
of the screen. You can use the mouse to click and drag
them to new positions. These are the symbols to look
for.
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You can use a symbol to insert an image. (If you can't find this on the screen
go to the “File” menu, click on “Picture” from the drop-down menu and select “From

File” from the options that open to the right.)
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Use the drop down menu to find the\
area where your picture is saved. Click

on the image to be added then click the
[Insert] button.

The computer normally defaults to My

Pictures for images.

ll-lﬂI-l- g HAOER AN, BeFies FolE Ny

PDF created with pdfFactory trial version www.pdffactory.com



http://www.pdffactory.com

Adding images & text boxes to Word© Page 2 of 3

The image can now be justified left/right/centre as for text. It can also be re-
sized, cropped etc. See Gerry for help with this. It's easy to show with a PC but
difficult to explain here as there are a range of options.
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To add text make use of the ‘Text box’ feature. This will control the position of the
text on the page and with a few change sit happily over the image. This is the icon

you are looking for =
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Click on the text box icon then use
the mouse click on the screen and drag
open a box.
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T Type your information in the text
g2 box. Use the normal controls to
g change fonts, size, colour etc.
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-~ Click on the text box and move the mouse towards
Fs 5 || Dot miss the an edge. When you see this ‘double arrow’ < click
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Don't worry if it covers part of the image as here.
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- The outline of the text box has disappeared and
o Bon't miss the the full image can be seen.
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o Ask Gerry for further details.
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