Task 9 - Using Graphics in a Word Processing Program
By default when you insert a picture Word will treat it as if it is just a very large letter and position it in line with the last letter typed: -  [image: image4.png]In Front of Tert
Top and Bottom
Through

Edit Wrap Points
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[image: image3.wmf]There are many different ways of positioning graphic images within a document by changing the text wrap properties.  Here are some examples: 

1) Behind text 

This is an example of an image 



of a computer positioned behind the text


2) Text wrapped tightly around the image 
In this example, you can see that the text is wrapped tightly around the image, rather than being in front of the image or behind it.  This means that the text is very close to the edges of the image and is curved around it. Compare it to the image underneath. 


3) Text wrapped squarely around the image

In this example, the format of the image has been changed. If you look closely you will see that the text has been wrapped more squarely around the image rather than tightly like the previous image.


If an image has been ‘cropped’ [image: image2.png]


 this means that parts of the image have been cut off. Look for the crop icon in the picture toolbar / ribbon






It is also easy to change the size of an image:


It can be made wider: -



or Taller: -



or kept in proportion: -




Copy using Ctrl and set the wrap “Square”








Then move it behind this text








Try adding spaces here to see





Then move it here








Crop one image to just show the girl’s head








Copy using Ctrl and set the wrap “Tight”








Make a copy using Ctrl and move it to the right





Then move it here








Make 2 copies using Ctrl and move them to the right





Crop one image to just show the computer screen








Stretch it here using the side “handles”





Stretch it here using the bottom “handle”





Make a final copy of the original using Ctrl and move it to the right of this box








Make another copy of the original using Ctrl and move it to the right of this box








Stretch it here using the corner “handles”











Now go back through your work and delete all these blue “callout balloons” and then save the file (Ctrl S).








Copy this picture using Ctrl and set it “Behind Text”








