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How to Work with Pictures and Document Instructions 

Print Screen Captures Image  
Locate the Print Screen Key: 

Usually above the number keypad 
Capture the Entire Screen 

Press: Print Screen key 
Capture the Active Window 

Press: ALT + Print Screen key 
 
Where the captured image goes: Windows clipboard 

Only one thing at a time is contained in this clipboard 
A prior image is bumped off by pressing the Print Screen key 

 
Place the image in a Word document 

 The image will be inserted where the cursor is flashing 
Press: CONTROL + V 

Adjusting Text Wrap  
Double-click the image 
The Format ribbon appears under the Picture tab 

 
Click Text Wrapping 
 
OR 
 
RIGHT mouse click the image, select Text Wrapping 
 
 
 
 
 
 

 

Relationship of Image to Text ɀ Text Wrapping  
 In Line with Text 

This is the default. For any other type of text wrap, you must change it. 

Initially, the image position is  In Line with Text 
The bottom of the image is even with the baseline of the line of text 
The height of the line of text matches the height of the image 
(See the example above) 
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 Square 
Text wraps around the image 
 
 
 
 

 

 Tight 
Instead of a rectangular distance from text, the text is allowed to fit close to the boundaries of 
the image 
 
 
 
 
 
 

 

 Behind Text 
Used for creative effect. Typically the image is 
dimmed so the text can be read easily. 
 
 
 
 

 In Front of Text 
 

 
 
 
 
 

 Top and Bottom 
Text stops above the picture and appears again under 
the picture 

 
 
 
 
 
 

 Through 
The text stops on the left side of the picture and 
reappears on the right side of the picture. Hard to 
read, mostly used for creative effects. 
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 More Layout Options 
Wrapping style 

Same as drop down list 
Wrap text 

Block text from appearing on a 
specific side 

Distance from text 
Instead of using the defaults that are 
displayed in the example on the 
right, you can enlarge or reduce the 
space 
 

 
 

Move Picture  
Click picture to select it 
Point at the middle of the picture 

4-headed arrow appears 
Drag and drop the picture 

 
 
 

Why Picture s Move When Paragraphs Are Added or Deleted  
A picture is anchored in a paragraph 
You can see the anchor by clicking the 
button on the Home tab ribbon 
 
Select a picture 
Look for the anchor 
If this paragraph moves up or down, the picture 
will also 
If you delete the paragraph, the picture will also 
be deleted! 

Move Anchor  
If you want to delete a paragraph the picture is 
anchored to, drag the anchor to the paragraph above or below the picture.  

Crop a Picture  
Double-click the picture 
On the Picture Format ribbon, Size group 
Click Crop 
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Circle Part of the Picture  
The picture is not selected 
The picture is in its final form 
Insert | Illustrations, Shapes 
 
 
Select the Oval  
 
 
 
 
The mouse changes to a cross hair 
 
Drag the mouse diagonally to create a circle or oval 
 
 
 
 
 
By default: 
Fill is opaque white 
Border is narrow black 

 

Oval Fill Color  - Transparent  
Select the oval by clicking it 
Drawing Tools | Format |Shape Styles 
Shape Fill 
No Fill 
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Border  
Change thickness or color, or remove altogether 
Oval or picture is selected 
Drawing Tools | Format |Shape Styles 
Shape Outline 
 
Weight 
Click a weight 

Callouts  
Example: 
 
 
 
 
 
 
 
 
Insert | Illustrations group | Shapes 
 
Callouts 
 
Click the callout type 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Point at the item or part of the picture you want to call attention to 
Drag away from the item 
Release the mouse 
Cursor appears in the text box part of the callout 
 
 
Type a comment in the text box 
Text here may be resized, aligned, bolded, etc. 
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Adjust the Callout Text Box  
Resize text box by dragging a corner handle 
 
 
 

 
Move the box by pointing to the edge, mouse must look like a 4 
headed arrow 
 
 
 
 
 
Shorten the attachment line by clicking the line and then 
dragging yellow diamond 
 
 

Add Text to a Shape 
Insert a shape 
Example uses a block arrow 
RIGHT mouse click the shape 
 
 
 
 
 
 
 
 
 
 
 
You can select and format the text 

Important! 


