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' Clip Art and Graphics

Whether you are in Word, PowerPoint, Excel, or Publisher 2007 you can make your file unique by
utilizing the drawing tools and/or inserting and manipulating clip art or graphic files.

Inserting Clip Art/Graphics

1. Go to the Insert tab at the top of your screen.
Y
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2. Click on Clip Art if you want to select art from the ClipArt Gallery or click on Picture if you
have a picture stored somewhere on your hard drive, flash drive, or CD drive.

3. You have choices of where you want to search: All collections or specific  : cipart - x
collections as well as the type of media you want. Click into the area @ Ol A
Search for: . .. Type a descriptive word, then click Go. Chances are Search for:
you’ll see a variety of clip art that suits your needs. Note that there is sering | [ |
generally a scrollbar on the right which indicates additional choices. rmlm';emns c

4. Once you’ve located the picture you want, simply click on your selection.  Resuis shoud be:
This will insert the clip art. [sclectedmedafietyoes _[i]

I

Changing Text Wrap @

1. At this point it is generally advisable to
change the text-wrap properties of the clip
art or graphic to make it more
maneuverable.

LCopy

[ | Paste

2. If you click on the clip to make it active,
you will notice small circles or boxes will

appear around the clip object (called 4 B Change Picture...
handles). L3, BringtoFront | »

3. Now right-click on the clip to bring up i scrdtobad |
menu options. & Hyperlink.. B | In Line with Text

4 Click he T W . 3| Insert Caption... o square

. Click on the Text Wrapping. be| Tentwropping > |28 Tt

5. Select either Tight or one of the other 5 size.. G| Behing Text
settings, depending on what you want the By Format Picture... 2 InFront of Text
text around the clip art to do. Then click [ Tep and Bottom
OK. = Through

6. At this point you can move the picture ] £t iap Paints
anywhere on the document by holding )| S (K| More Layout Options..

your mouse button down in the middle of the picture (the cursor will be a 4-sided arrow) and
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drag it anywhere on the page—be certain to stay within your margins.

7. To move or “nudge” the image slightly use the 4 arrow keys on the keyboard or click onto
Draw on the drawing toolbar, move to Nudge and click on the directional arrows.

To Permanently Change Text Wrap to “Tight” ... -

1. Go to the Office Button in the upper left corner of the screen. @) 00 2 B3 ) cvence Yo Docamet vt Cpatdos
2. Click on the Word Options button in the lower right. ] T ——
3. Click on Advanced on the left-hand side and look for the option “Cut, . R g

copy, and paste.” In the area Insert/paste pictures as: change the ] RS -

rvices Status,doce

1

option from “In line with text” to Tight

ate_9-21 to 9-25-09.doox

ot pTIn NS o Classroom 1055.docx =
bEi erint ¥ | Dissertation.doc =
Popular J _AC_weekly_sep 18_to_sep 24.docc =
—] Adv v Wwith Wi P
& pavanced option=HeiErEIEENEEE 97| Prepare ¥ | Driving Directions Frem Wilksbarre to Leesbur,., =1

Display AS_Status_09_25_2009.docx

Prosfing Editing options _&:j’ Send » | Blankstatussept22-25trainingd. dacx
Status Repart 9-21-09-t0-9-25-09.docx
\ Save yping replaces selected text /' Publish > I conference call 9_22_09.doox =
’—| Vhen selecting, automatically select entire word -
Advanced

llow text to be dragged and dropped B Business Contact Manager » Wor‘d Options
Customize Use CTRL - Click ta fallow hyperlink
o
rans [[] Automatically create drawing canvas when inserting AutaShapes | close

Use smart paragraph selection
Trust Center Use smart cursaring
Resources [] use the Insert key to control gvartype moda
|:| Use oyertype mode
|:| Prompt to update style
] use Normal style for bulleted or numbered lists
Keep track of formatting
[ Mark formatting inconsistencies
Enablz glick and type

AT

1

) Waord Optjons | | X Exit Word

Default paragraph style: | Nermal

Cut, copy, and paste

Pasting within the same dacument: Keep Source Formatting (Default]
Pasting hetween documents: Keep Source Formatting (Default)
Pasting between documents when style definitions conflict: | Use Destination Styles (Default)

Pasting fram other programs: Keep Source Formatting ([Default)

Insert/paste pictures as: —> Tight

Sizing the Clip Art/Graphic

1. Position your pointer at any of the small circles located in the corner and sides
of the graphic box. A two-sided arrow (sizing handle) will appear. NOTE: To
keep the clip art in the same proportion, select a corner circle.

2. Click and hold.

3. Drag the sizing handle towards the middle of the image to reduce the size of
the graphic or drag the sizing handle outward to increase the size of the
graphic.

© Kay McClintock, M.S. e September 2009 Marywood University



Side 3 of 4

|HDW -|[O ® ® ® 03 Enhance Your Work With

y Clip Art and Graphics

To Enhance the Clip Art or Graphic
p_q QAEE S cﬁ|L§| el =1 = Documentd - Microsoft Word Picture Toals
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Be certain that the clip art or graphic is active by clicking on it. Then click on Picture Tools. Now it’s
time to “play.” Experiment with different effects by simply moving to the effect. It will automatically
show how the image will look without making the setting permanent. Picture Styles, in particular, can
provide some really interesting frames; and please notice there is a down arrow to select more options
than what you first see. The Cropping tool is also available along with Text Wrapping options.

Adding Special Effects

Photos, in particular, can be adapted into a multitude of different shapes and effects using Shapes, the
rectangle or oval button and Shadow or 3-D. Here’s how it works.

1.  Let’s start with a Shape. Go to Insert and click on Shapes. For this purpose, move to Basic
Shapes and then click on Trapezoid.

2. Your cursor will now be in the shape of a cross-hair. Hold the mouse button down and drag down
and to the right to create a good-sized trapezoid.

3. This shape is not particularly eye-catching at this point, but we’ll\ — .
soon change it. With the shape active (look for small circles and q |l Cr
squares), click on the arrow next to the tipped paint bucket icon Theme Colors
right under the word “Mailings. H EEEEE

4. Click on Picture. This will allow you to browse for the picture you
would like to use. (By the way, Gradient effects are also lots of

fun—experiment with them and you’ll see what I mean). - I I I I I I I I I

5. Select the Picture and click on Insert (or double-click the picture.) Standard Colors

6.  Your image is now contained within the trapezoid. HE EEEEE
7. If you want to add a 3-D effect, be sure the Shape is active and that Ma Fill

the Drawing Tools ribbon is shown. Click on the 3-D button and @ | Mor i/ _

'2)  Mare Fill CAlars...
select the effect you want. -
. Lo & Bicture...

8. A shadow box can also be effective by clicking on the Shadow e ,

Effects. Keep in mind that you can use only one or the other—not B Gracient

both 3D and Shadow. 2 Texture >

Pattern...
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Here is the effect using a simple trapezoid found under the Shapes button and then adding 3D.

Layering Graphics

Sometimes you might want an arrow to point out something on the picture or use some other drawing
image. In order to have an object on top or behind another object use the Send to Back or Bring to
Front options found in the Arrange grouping.

Creating a Watermark

Would you like to make attractive stationary or perhaps you are working on a rough draft and want to
indicate “Draft” on every page? That’s where a watermark can be used. Click on the Page Layout tab and
select Watermark. Here simply click on one of several different styles from which to choose. If you
want it to say something other than the options provided, click on Custom Watermark. Click on Text
Watermark and type the text you want to appear. Make other changes such as diagonal or horizontal if
desired.

Creating a watermark back ground that will appear on every page can be done either before or after your
regular text has been entered.

1. Goto the Insert tab and select Header. This will activate (or make visible) the header and footer
areas. Select Blank Header.

2. Be certain that your cursor is located in the Header area.

3. Select Picture or Clip Art.

4. Select the picture you want to use as your watermark. In order to avoid too much distraction, this
works best if you use a drawing rather than a photo with a dark or heavy background.

5. Hold on one of the corner circles and pull away from the graphic to make it bigger.

6. When you are satisfied with its size, it is now time to lighten it. This can be E‘H BEr=
done by clicking on the Brightness button on the Picture Tools ribbon. Make )
. . . - Home
it as light as needed so that text can easily be read. To get out of the header,
simply double click the body of the text. Your image will now appear behind % Brightness -
the text on every page. D Contrast
] st -
g Recolor =
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