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Microsoft Word Exercise #23: Graphics (Aligning Pictures)
Beginning with our next regularly scheduled class, we will begin to work with Microsoft PowerPoint.  If time permits and if most everyone is willing, we can return to Word and explore some of its more advanced features such as charts, forms, letters and merges.  Letters and merges are arguably the most useful capabilities which Word offers to business.

When you insert a picture, it appears as a separate object so the text doesn’t wrap around it making it look isolated.  The integration of material in every document you write is important.  Each word should blend well with the other words in proximity to it.  The same holds true with graphics.

Today, you will modify the placement of text and wrapping attributes of a graphic which you will insert into a plain text document.  After doing so, you can change its position in the document relative to the text which surrounds it.  The Format Picture dialog box provides options for placing a picture or wrapping text around a picture.  For example, you can choose from seven different text wrapping styles: square, tight, through, top and bottom, behind text, in front of text and in line with text.  What each style looks like will be illustrated in the dialog.
1. After booting and logging on to the system, launch Microsoft Word.
2. Type 5 lines of text.  It can be any text but it must have meaningful words in it.  You may wish to use the first few lines of this worksheet.
3. Click in the middle of the third line of text.

4. If the Drawing toolbar is not at the bottom of the screen, enable it through the Toolbars option on the View menu.

5. Click on the Insert Clip Art button on the Drawing toolbar.

6. In the search text field, type “Birthday Cake”.

7. Click the Search button.

8. With the cursor still located in the middle of the third line of text, click on a birthday cake image in the Clip Art task pane on the right of the screen.

9. Resize the graphic so that it blocks out some of the text lines beneath it.  It should be approximately three of four square inches.
10. Click on the birthday cake image in the text so that the sizing handles appear.

11. On the Format menu, click Picture.  The Format Picture dialog box appears.
12. Click the Layout tab and click the Advanced button.

13. Choose the square wrapping style and click OK twice.

14. In the space below, briefly describe the change which occurred to the text you previously blocked out with the resizing of the graphic.

15. Repeat steps #11 and #12 but this time, choose the behind text wrapping option.  Click OK twice.  In the space below, briefly describe the change which occurred.
16. Try the procedure again and this time, choose the in front of text wrapping option.  In the space below, briefly describe the change which occurred.

17. Let’s try one last formatting option.  Repeat steps #11 and #12 but this time, click the Tight option.

18. click the Both sides option and then click the Picture Position tab.

19. In the Horizontal area, click the Alignment option.

20. Click the Alignment dropdown arrow.

21. Click Right.

22. Click the relative dropdown arrow.

23. Click Margin and then click OK.  The Advanced Layout dialog box closes.

24. Click OK once again to close the Format Picture dialog box.

25. In the space below, briefly describe the change which occurred.

26. Call your teacher for a grade for today.
