Using Microsoft Word Working With Objects

W| Using Microsoft Word

Working With Objects

Many Word documents will require elements that were created in
programs other than Word, such as the picture to the right. Non-
text elements in a document are referred to as Objects and
usually come from another program, though some objects,
such as WordArt and drawing shapes can be created from
within Word. Like many Windows programs, Word uses a
feature called Object Linking and Embedding (OLE). This means
that with Word it is possible to place items from another
program in a Word document. This can mean that an
independent copy of the external object is in the document (embedding). It can also mean that a
linked version is placed in the document (linking) which will update if the original is changed. Some
of the different types of objects that may be used in a Word document include:

e Scanned photos

e Graphics copied from a web page

e Clip Art images

e Graphs or tables from a spreadsheet program such as Excel
o WordArt

e Charts and diagrams from design programs

e Text copied from other sources — although text that is brought in to Word is treated as normal
text rather than an object it can still be imported using similar methods

e Drawing shapes such as rectangles and ovals

In the following exercises we will create a document entirely from sources outside of Word,
including imported text and other objects.

For each of these exercises it may be useful to display the Drawing Toolbar. You can turn it on and off
by clicking the Drawing icon 4% on the Standard Toolbar. It will usually display along the bottom of
the screen, but like any toolbar, it can be moved to any position that suits you.

Draw = ¢ | AutoShapes = ™, ™ DQH@{:E 8] & {hvgv ﬁhvE:Eﬂ J -
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WordArt

WordArt uses a feature common to many Microsoft Office programs so that it will work the same in
other programs such as Excel and PowerPoint. It allows you to create decorative text to be used for
headings and to emphasise certain parts of a document. Once you have created WordArt, it is treated
as an object within the document.

Tip Like all good things, WordArt is most effective when it's not used too much. Don't use it too
many times in the one document.

Exercise 1. Creating a Heading Using WordArt
1) Create a new blank Word document. | [ picture V@ doat..
27 Diagram... & FErom File...
2) From the Insert menu select Picture and then WordArtor |, TE: o g Em :' o comera.
click the icon on the Drawing Toolbar. 4 Fie... 4D Mew Drawing
. . . . Cbject... utoShapes
The WordArt Gallery will appear. This displays different text Blmk g itds:tp . |
styles you can use for your heading. These can each be |o wpei. coisk | 2 gommton oot
modified later. W ot

Select a WordArt style:

Wit ordA wordac, Wordart Wordar

LR} TETH

Weyralilid| WordArt | Wordrt| 9522+ Wiotdiiet

LEINETY

= T W
mrwl Wordar || -WorcArt \“-iJruAr: .

Wordet| WardAre| Wordhet | Wilg il W
S F v I.I e . ? ‘.
vesdear A By TR

[ oK ] L Cancel ]

3) Click the first one in the middle row and click OK.
The Edit WordArt Text dialog will appear as shown on the next page.
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615_;:\ Edit Word
. Font: Eli
i I Impact i“ i H{l @ @

Text

Australian States

lh oK ]l Cancel ] :

U

4) In the Text box type Australian States as shown above. You can use the options above to change
the font as you would in a document.

5) Click Ok when done.
Your completed WordArt will appear at the top of the page.

6) Click on the WordArt to select it. Black selection handles will appear around the edges of the
object. The WordArt Toolbar will also appear.

WordArt 2

A |EdtText.. |G Wy A B i pE = A

< B

The icons on the toolbar are described below.

A Inserts a WordAurt object in your document.

EditText... Displays the Edit WordArt Text dialog box for the selected WordArt object.

A Displays the WordArt Gallery so you can modify the selected WordArt object.

& Displays the formatting options for the selected WordArt object.

& Changes the shape of the selected WordArt object.

= Text wrapping options (explained in a later section).

id Turns the Same Letter Heights option on and off for the selected WordArt object.

] Switches between vertical and horizontal orientation for the selected WordArt object.

= Changes text alignment for the selected WordArt object.

AV Changes character spacing for the text in the selected WordArt object.

7) Click the WordArt Same Letter Heights icon. &i —@AVAYES
—\

8) Click the WordArt Shape icon. & ::23::22

9) Choose an option from the list of shapes which appears. oMemaumip e

-
10) Save the document as Objects Practice and leave it open. PUAY ™ I‘

© Steve O’Neil 2005 Page 3 of 16 http://www.oneil.com.au/pc/




Using Microsoft Word Working With Objects
Importing Text

Text from another program can be imported in a number of ways.

e You can drag selected text from another program window rcture ,
to your Word document window. 1 Dagan...

e You can copy selected text in another program and then |¢"'I ::m“ |
paste it in Word. e, W

e You can go to the insert menu and Select file if you want
to insert the entire contents of a file in to your document.

Whichever method you use the end result will be the same. The text you import will become a part of
your document and can be easily edited the same as the rest of your document.

Note If the selected text or imported document includes other objects, such as pictures, they
may be imported as well. If the spelling and grammar checker detects possible errors in
the imported text, these will be highlighted in the normal way.

Exercise 2. Copying Text from a Web Page

The document we’re going to open is an HTML (used for web pages) document. This means that
instead of opening it in Word you need to open it in a web browser such as Microsoft Internet
Explorer, Netscape navigator or Mozilla Firefox.

©'C" 3 Al Abo tralia - Seni e @@@
File Edit WView Favorites Tools Help - Eile Edit View Go Bookmarks Tools Help
€] O E B @ Pseach srfawrites 8w B - @-- 50 ‘u ﬁ\e:;j.-rc:,-steve,Menmr"/,za&";..znrmsc;ExgEl © co |@, |
Address ‘@ Ct\Steve\Mentor & Misc\Exercises\Wiord\Files\australia_info.html |E|| Go | Links @ - r_‘} Microsoft Office Clip ...

All About Australia | All About Australia -

Australia's biggest attraction is its natural beauty. The landscape varies from endless
sunbaked horizons to dense tropical rainforest to chilly southern beaches. Scattered
along the coasts. its cities blend a European enthusiasm for art and food with a
laid-back love of sport and the outdoors.

Australia's biggest attraction is its natural beauty. The landscape varies from
endless sunbaked horizons to dense tropical rainforest to chilly southern beaches
Scattered along the coasts, its cities blend a European enthusiasm for art and food
with a laid-back love of sport and the outdoors.

& Done i§ My Computer . Done

Internet Explorer Mozilla Firefox
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1) Inyour exercise files, locate the HTML file called australia_info and double click it. This should
open the file in your default web browser. If it doesn’t you may need to open your web browser
and then use the File, Open menu command to open the file. The HTML document should look
similar to the example shown on the previous page.

2) Select all of the text from Australia’s biggest attraction to the end of the document (Member of
EU: No).

¥

Australia’s biggest attraction is its natural beauty. The landscape varies from
endless sunbaked horizons to dense tropical rainforest to chilly southern beaches.

attered along the coasts, its cities blend a European enthusiasm for art and food
i port and the outdoors.

&] Dane i My Computer

3) You can copy the text using any of the normal methods. I.e. [Ctr]] [C], Right click and select Copy
or go to the Edit menu and select Copy. Use any one of these methods to copy the selected text
from the Web page to the Windows Clipboard.

4) Now switch to your Objects Practice document that you created before.

Tip You can hold down the [Alf] key and press [Tab] to switch between open programs and
windows.

5) Place the insertion point just after the WordArt heading you created. You may need to press
[Enter] to create a new paragraph on the next line.

6) Paste to insert the copied text.

A Smart Tag may appear at the end of the pasted text. You can click it to view a list of options.
Usually the formatting from the original document (in this case the HTML document) will be
brought in to your word document but you may use these options to either get rid of the imported
formatting, or change it to match existing formatting in your Word document. For now we’ll keep
the imported formatting as it is so don’t change any of the options.

Annual Growth: 4%

Inflation: 2% Keep Source Formatting
Major Industries: N ©  Match Destination Formatting ~ [ereals, meat, tourism
Major Trading Part 5, South Korea, China, New Zealand,

USA EU ' Keep Text Only

Member of EU: Nd| A4 apply Style or Farmatting. ..

= -
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Importing Graphics

Graphics can be imported from a number of sources. In some cases, graphics may be imported
automatically if they’re a part of text that has been imported. You can also manually copy a picture
from another application or insert a picture directly in to a Word document.

Exercise 3. Inserting a Picture

1) Switch back to the HTML document you just copied the text from.

2) Right click on the map of Australia picture that is at the top A
of the page.

3) Select Copy. ;

4) Switch back to your Word document. ia

5) Place the insertion point at the bottom of the page, below b sy
the last line of text. __ oo 0y s

6) Use the Paste command to place the copied picture in that e Ez:;gt;:u:h:m...
position. Don’t worry if the picture won’t fit on the page.

Now we’ll try adding the picture a different way. s natural beauty. The MR S

7) Click on the picture in your Word document to select it and then press [Del] to delete it.

8) From the Insert menu select Picture and From File. You [ e e
can also click the icon on the Drawing Toolbar. 3 Diagram... [ Eonrie. N
. . . . 2 Texts AL
9) In the Insert Picture dialog, browse to your exercise files o i rrem seemerer cenes
. - . . . . o= Mew Drawi
folder and double click the Australia.gif file to insert it, . o :t;sl::;:sg
like in the example below. Bookmark... A i
DY (O O ®
Look in: |l|j Files El @ @ Q x Cd EH Tools~
My I.Recent
Documents
Desktop
My Documents
My Computer
File name; | El [ Insert ']
My Metwork
| Places Files of type: |AII Pictures (*.emf;* . wmf;* jpg; * jpeg; *.ifif; = jpe; *.png; @ [ Cancel ] |
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Exercise 4. Changing Text Wrapping and Moving a Picture

1) Click on the picture to select it. You will notice the selection f'?
handles surrounding it. The Picture Toolbar will also appear. ¥ e

Picture r x 453 Copy

H MG Faa=EHES2 ¢ a9 @ paste

The icons on the Picture Toolbar are briefly described below.

Hide Picture Toolbar

Borders and Shading. ..

& Insert a new picture

Caption. ..

% Format Picture... ’

Ud Change the colour options for the selected picture @ by r .
(3 Increase contrast in the selected picture

(3| Decrease contrast in the selected picture

1 Increase brightness in the selected picture

=]  Decrease brightness in the selected picture

4 With this tool you can drag the borders of the selected picture
to trim (crop) the edges

42 Rotate the selected picture 90° counter clockwise.
=  Choose and set a border style for the picture

4 Compress the selected picture so the document takes up less
disk space

= Text wrapping options for the selected picture
%  Display formatting options for the selected picture

@  Click a colour in the picture with this tool so all parts of the
picture that are that colour will become transparent

%3 Reset the picture to remove any changes to size, brightness etc.
2) Right click on the selected picture and select Format Picture. You can also double click on a

picture to display the same options.

These options allow you to change many things about the way the picture looks on the page such as
the size of the picture and how it will be arranged in a text document. For now we are going to look
at the text wrapping options. Text wrapping refers to the way a picture fits in with text in the page. The
picture can be set so that text flows or wraps around the image.

3) Click the Layout tab at the top of the Format Picture dialog box.
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[ Colors and Lines ] Size l

Wrapping style

~ ol b & = o

In line with text Sguare Tight Behind text  In front of text

Haorizontal alignment

Advanced...

[ OK ][ Cancel ]

|

4) Choose the Sguare option. This will mean that text will flow around the picture when the picture
is moved over text. The advanced options allow you to change things such as the distance
between the image and surrounding text but we’ll leave them at the moment.

5) Click OK to make the change.

The black resizing handles will change to white circular ones. This is a visual cue Word gives to
indicate that the selected object has text wrapping options activated instead of being in line with the
text on the page. To see the effect of the text wrapping we’ll move the object so that it overlaps text.

6) Drag the picture to a position half way up the page on the right side as shown on the next page.
While you are dragging, a dotted regular outline will show where the picture will be positioned.

Tip Like tab stops, pictures will often move in intervals when you drag or resize them which
can make it hard to place them exactly where you want them. Holding down [Alf] while you
drag makes it move with your mouse rather than in steps so you can position more
precisely.

In cities, visitors will experience a blur of fashion-festooned boutiques and plate-

clattering restaurants, then lose themselves in a long fluid moment inside a beer or wine
glass. In the interior, they might be harangued by the thump of rocks under their 4WD, '
only to be transfixed by a slow, silent swirl of outback dust. Around the coast, they'll take
an endless breath in the depths of a rainforest, then:slowly realise they have an entire ;
beach to themselves. : Q"

Full country name: Commorwealth of Australia

Area: 7.68 million sq km

Population: 19.5 million

Capital City: Canberra :

People: 92% Caucasian, 7% Asian, 1% Abaoriginal :

Language: English : !

Religion: 75% Christian, 1% Muslim, 1% Buddhist, 8-5%-dewiskr ---------------------------:
L Government: indenendent member af the Commanwealth of Nations
7) When the drag outline is in the right position, release your mouse and the picture will be moved

to that location. You should see the text wrapping around the picture instead of being covered up

by it.

8) Click on the picture if it is not still selected. Many of the image formatting options we need are
available on the Picture Toolbar. This toolbar will usually appear automatically when a picture is
selected and disappear when a picture is no longer selected. If the toolbar does not appear, you
can activate it from the View / Toolbars menu option.
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9) Click the Text Wrapping icon on the Picture Toolbar. 2 A menu of wrapping options will appear.

10) Choose the last option — Edit Wrap Points. 3 00l 1| a2 = Wl 2
This option allows you to adjust the invisible border that B In Line Wiith Text

determines where text comes to. Normally this would be a rectangular area around Sauare

the picture, indicated in the example to the right by a faint outline. In the picture of |2 Tet

the toolbar to the right, there is a large area that is blank. Notice that this text |= e
crosses over that area instead of following a rectangular shape around the image | = =™
(The picture of the woman at the beginning of these exercises also uses edited wrap é :g:“m

points).

|1i_}1 Edit Wrap Points [ |
Once you have selected the Edit Wrap Points option, you will notice a thin dotted red line around the
edge of the picture. This line indicates the boundary that any wrapping text will follow.

11) Click on a section of the dotted line and  pstooned
then drag to create a new point on the ine
line as shown to the left. Continue to e v
shape the line until it follows the edge i
of Australia as shown in the example to
the right. The text will follow the new
border without leaving the additional
blank space around the picture.

12) Once you are satisfied with the text wrapping border, click anywhere off the picture to de-select
it and save the changes to the document.

Note This is an example of object embedding.

Exercise 5. Importing From Another Program

Importing objects from other programs is similar to importing text or a picture. In this example, we
will import a table and a graph from an Excel spreadsheet. You can either insert the whole file from
the Insert menu, or you can be a little more selective as we are about to do.

1) Start Microsoft Excel.

2) Opening a file in Excel is the same as opening a file in Word. Once Excel has begun, open the file
called States & Cities.

3) Select the table of state sizes and city populations by dragging over the cells as shown on the
following page.
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s T === * © L B T e B - P OS] A
2R =2C - £ Land Area
A B C D E F G H I J K
1
2 |Western Australia 2526,786.0
3 |Queensland 1,723,936.0 States Land Area
4 |Morthern Territory 1.335.742.0
5 |South Australia 978.810.0
6 |Mew South Wales 800628 0 3.000.000.0
7 |Victoria 227.010.0 _
& |Tasmania 64.519.0 _ 2
"9 |Australian Capital Territory 2.358.0 2.500.000.0 +
10 [Total 7659789.0
2.000.000.0 |
12 |Sydney 3.736.7 1,723,936.0
13 |Melbourne 31978 ]
14 |Brishane 1,454 4 1. 5000000 ——e
15 |Perth 12388
iﬂdelaide 1,075.1 978 240.0
17 |Canberra 3005 1.000.000.0 A = BU0E2E0
18 [Hobart 194.2

19 |Darwin 78.1 _
20 [Total Tl 12766 =00.000.0 1 Ee—

4) Copy the selected cells (the same way you could copy selected text in Word).

5) Switch to your Word document and place you insertion point at the end of the document.
6) Press [Ctrl] [Enter] to place a page break.

At this point we could paste normally and the cells 28T P ———

would be inserted as a Word table. A smart tag on the e | o

pasted table would allow you to choose whether the B2 0 ke Tertonly

format of the original table would be retained and 3005 || (3 Keep Source Formatting and Lk to Excel
whether the data would be linked to the Excel file. 1282 | 5 Match Destinaton Tabl Styie and Lnk to el
Instead we are going to paste the selected table as an 11.276.6 | 4 apoly stie or Formatan...

Excel spreadsheet object in the document. -

7) From the Edit menu select Paste Special. A dialog box like the one on the next page will appear.

L

|
Source:  Microsoft Office Excel Worksheet
K

SheetilR1C1:R20C2 [ Ol
As:
- = — Cancel
() Paste: Microsoft Office Excel Worksheet Object PN

Formatted Text (RTF) Tl

ofbass i Unformatted Text L
Picture (Windows Metafile)
Bitmap
Word Hyperlink £ i .
HTML Farmat [) | 1Dsplayasicon
Result

Inserts the contents of the Clipboard as a picture.

_.
@ Paste Link creates a shortcut o the source file,

Changes to the source file will be reflected in your [ Land Area ]

dacument. Western Australia 2526.786.0

| Queensland 1.723.936.0
A ; MNarthem Territory 1,335.742.0
. . . South Australi 978.810.0

8) On the left side select the Paste link option so that the pasted table  |jjaw South Wales T
will be linked to the Excel file. Any changes to the table in Excel ;’;'f;lqu:'ﬂa 25;2}33
will update the copy in your Word document. Australian Capital Teritery ___ 2.358.0
Total T659789.0

9) In the list, select Microsoft Office Excel Worksheet Object as shown

. . - daney B 3

above and click OK. The table will be pasted in the Word AT Y1978
Brizhane 1454 4

document. Perth 1.238.8
Adelaide 10761

Canberra 3005

. Hobart 1942|
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10) Click on the table and it will become selected as an object in the document. This means that you
could apply object options such as resizing and text wrapping.

11) Right-click on the table. You will notice some R
options that relate to the link between the table City Population JFeR:

- Sydney |
and the Excel spreadsheet file. We’ll leave Melbourne %3 copy
those options for now Brisbans B paste
Adelaide Al Updste Link
Canbera | Linked Worksheet iject[:g Edit Link
B:Ejll;: Show Picture Toolbar Open Link
otal Borders and Shading... Conyert...
Caption... Links. ..

% Eormat Object...

=g,!.) Hyperlink...

12) Change back to the Excel file and click on the graph to select it.

] L] |
States Land Area
3.000.000.0
2|526,786.0
TGAITEA0
37367 1,723,936.0
3.197.8 —
1454 4 13357420
12388 B o
10761 978,310.0
3004 ] 200623.0
194 2
751
11.276.6 227,010.0
|—| 64,519.0 5360
T T T T T = T -
=] = @ = = = =
c =] = = = = =
2 : £ &2 = B 8-
E = == = @ =]
s k¢ 33 S -
(=) = E ; [
B @ 3
= =
| | | |

13) When the graph is selected as shown above, copy it using the usual Copy command and change
back to your Word document.

14) When you are back in your Word document, paste the . =

copied graph in to your document after the table. A Smart B 8»

Tag WI" appear = %;j E Picture of Chart {smaller file size)
15) Click on the Smart Tag to see a list of options. E QY Excel Chart (entire morkbolg

) Link to Excel Chart
1 N |

16) Select the Link to Excel Chart option so that the graph will 2 - |
change if the original file is changed.
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17) Right-click on the graph and choose Format Object (or choose the Object option from the Format
menu when the graph is selected).

18) Change the options in the Layout tab so that they appear as below and click OK..
Q0 Fomatobect —————————_SOISIO)

[Colors and Lines T Size l Layout [ Picture T Text Box T Weh ]

Wrapping style

ot lad o = be 4

In line with text Sguare Tight Behind text  In front of text

Horizontal alignment

O Left O Center  ®

O other

19) Resize and position the graph so that it is next to the table as in the example below.

T P
Western Australia 2 R26.786.0 States Land Area
Queensland 1.723,936.0 s
Morthern Territory 1,335.742.0
South Australia 8978.810.0 R (S
Mew South Wales 600.628.0 ST
Victoria 227.010.0 A
Tasmania 45180 | 383
Australian Capital Territorny 2,358.0 Cs000000
Total 76597850 o
Sydney 3.736.7 -
Melboumne 3,197.8 500,000.0 | {
Brisbane 1.454.4 o
Perth 12388 0.0 — ﬂﬁ —
Adelaide 1.076.1 3 Z H z E: 2 = =
Canberra 3005 z : = 3 iE = : o3
Hobart 194.2 S & : = = T ze
Darwin 78.1 £ z ° z
Total 11.276.6 Ty

Tip When you resize an object, it is generally best to resize from a corner to keep the height

and width proportions even. Don't use the top, bottom or side selection handles for resizing
unless you want to stretch the object.

20) Save the changes to the document.

Note Now that you have information in your document that is linked to an external file, each time
you open the document you will get a prompt like the following. The graph and the table
are both examples of object linking. Now you have tried both Object Linking and
Embedding (OLE).

aa}j —

O0®

This document containg links that may refer to other files. Do you want to update this document with the data from
the linked files? [}S

:
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Exercise 6. Inserting Clip Art in a Document gm ) - x
Clip Art is a collection of artwork suited for a variety of topics, which  seac or
can be easily included in a document. Many Clip Art images can be |s=t |

included when Microsoft Word is installed on your computer. Many  seréhim

more are available online to be downloaded when needed and added to LS'“;dh':d; l
your personal Clip Art collection. Once inserted in a document, Clip Art [ nesa fie tpes B
can be manipulated and positioned just as other pictures. Some types of
Clip Art can be manipulated further, allowing you to modify small parts

of the image.

1) Scroll to the top of your document and place the insertion point at the
beginning of the first paragraph (Australia's biggest attraction).

2) From the Insert menu, select Picture and Clip Art or click the icon on
the Drawing Toolbar. & A Clip Art task pane like the one shown to
the right will appear on the side of your screen.

From here you can search through the Clip Art that is on your computer,
browse your existing Clip Art or search online for additional clips.

3) In the Search for box, type Australian Flag.
4) Click Go to begin searching. ] organize clps..

9}‘ Clip art on Office Online
If your search produces any results, a small version of each image will @ 7os for fiding cios

appear in the blank section of the task pane. If there are no images on

your computer that match the search criteria, the blank section may show rMm“f'd“ﬁl'dt:p 3
No results found above the box. If this happens, or if there are no results . _cna

you like, you may be better off searching for Clip Art online. '

5) Click on the link at the bottom that says Clip art on Office Online. Your web browser will open and
go straight to the Clip art online page. This page works with all recent versions of Word and with
most modern web browsers such as Microsoft Internet Explorer or Mozilla Firefox.

File Edit View Favorites Tools Help .." f
QBack » ) - x] &) (0| Fsearch rfavoits @ L B - W
Address |@ http://affice.microsoft.com/dipart/default. aspx?lc=en-us |E| Go | Links '@ =
United States Microsoft.com Home | Site Map |
Ol e s
L a0ffice Online
e
Home Clip Art and Media Optionz | Help
Assistance ; =
Training Clip of the Day Celebrate a special birthday with clip art Popular clips
Templates = Personalize a birthday card » Cybart
Clip Art and Media Create a happy birthday banner » Borders
Downloads . | = Customize a birthday party invitation * Recyding
Office Marketplace - Make your own birthday gift certificate Providirs
Tools for Your Job = + Animation Factory m
Microsoft Office System g + Corbis Subscriptions
Deployment Center [[] add to selection basket SR Ol
FEATURED COLLECTIONS * NVTech 3D images
Selection Basket s Brraen Beans
Your selection basket is /‘i At 4 'ﬂ
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6) Click in the search box at the top of the page and enter Australian Flag. Click Go to begin the

search.

T

Search: | All media types E“ |Aush’alian Flag|

]

In a moment, the clip art images that match your criteria will be displayed.

Searched all media types for: "Australian Flag"

Select page

Options | Help
Page: [1]
O

Page: [1]

Notice that we didn’t get many results. Often you can get more results be being less specific in your

search.

7) Change the search box from Australian Flag to Australia and click Go to search once again.

This time you’ll have a lot more results. In fact you’ll have more than one  eeee: [t s]ofin < ext »

page worth of results as you can see from the page selection options.
Page: [1 [Sllof 10 & Mext o

Select page | & Download 2items

:‘E e @ e
aN 0 0
- e Tﬁ
0 0
B @0 W

O O

i

O

ﬁ

Page: of 10 &  Next o

8) Now you need to select which images you want to download and add to your Clip Art collection
by ticking the box underneath the image you want. You can select more than one if you want to.
An indicator above the images will tell you how many you have selected (you can click an
individual image to see a larger version along with some more information about the image).

9) When you have ticked the images you want, click the Download x Items button, where X is the

number of items you have ticked. E.g. i Download 2 items
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Download

Selection Basket Details
Selected items: 2
Download size: 62 KB (=<1 min @ 56 Kbps)
Review basket

Media Application
Import into Clip Organizer wersion 2002 or newer

Download Instructions
1, Click the Download Now button,
2, If prompted, click the Open option.

Download Now

@ Having problems? Try our troubleshoating tips.

Media files will be stored in your My Pictures\Microsoft Clip Organizer folder.

Options | Help

10) On the next page, check that the information is correct and then click on Download Now.
11) If you see a message like the one below click on Open.

00X

Do you want to open this file?

&l

Name; ClipArt.mpf

v

file. What's the nisk?

Type: Clip Organizer Media Package File, 60.3 KB
From: office. microsoft.com

[ Open

] [ cancel

Always ask before opening this type of file

While files from the Intemet can be useful, some files can potentially
ham your computer. K you do not trust the source, do not open this

Now your Clip Organiser will open. This contains a sorted collection of Clip Art that is installed on
your computer, along with any additional Clip Art you have downloaded.

ags - Microsoft Chip Organizer

Ele Edit Tools

¥, search... 2§ Collection List. ..

View Help

B2 @ < [Ra]i

il

Collection List

© % Downloaded Clips
&y Academic

]

By Arts

&y Black & White
@ Business

@ Communications
ﬁ Flags

ﬁ Food

ﬁ Leizure

ﬁ Qccupations

ﬁ Pastel

ﬁ People

ﬁ Perzonal Appeara
2§ Realistic

ﬁ Special Occasionz

ﬁ Sports

-

Y]

Copy

[

I

G X BE

Paste

Delete from "Flags”

Delete from Clip Organizer

Copy to Collection...
Move to Collection. ..

Edit Keywords...

Preview Properties

5 Items
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The categories on the left of the window allow you to browse through available clips. The flags you
downloaded should already be displayed.

12) To select one to insert in your document, click the arrow next to the picture as shown on the
previous page and then select Copy from the menu which appears.

13) Change to your Word document and then paste the image you have copied.

14) Resize, move the picture and use wrapping options so that it is positioned like the example below
(yours may look a little different if you have selected a different flag picture).

[~

Visitors expecting to see an opera in Sydney one night and meet Crocodile Dundee the
next will have to re-think their grasp of geography in this huge country_ It is this sheer
vastness that gives Australia - and its diverse population - much of its character.

In cities, visitars will experience a blur of fashion-festooned g,
boutiques and plate-clattering restaurants, then lose f 4
themselves in a long fluid moment inside a beer or wine \

Lalass Inthe interior thev mioht be haranaued by the

15) Once the image is positioned where you want it, you can close the Clip Organiser, the web
browser, and the Clip Art task pane on the side of the screen.

Australia's biggest attraction is its natural beauty. The landscape
varies from endless sunbaked harizons to dense tropical rainforest
to chilly southern beaches. Scattered along the coasts, its cities
blend a European enthusiasm for art and food with a laid-back
lave of sport and the outdoors

If you have time, you may want to experiment with placing shapes from the drawing toolbar on your
page. Arrows s, Rectangles [, Ovals ©, Text boxes 4.

You might also want to experiment with modifying Clip Art images like in the example below.

it o L
Cut [ Na Fil
3 Copy
EEEEEEER
Baste % ENEEEEEN
EdtPicre [, | e O EEEN
Hide Picture Toolbar - q@ i
iorc::rs and shading... ——
- e il Effects...
o) By Format Picture. .. v K
8, Hypeink... 7 ” ” Change the fill colour by
. . . Select parts of the picture ik i O
Edit the clip art picture clicking the fill icon *.
Modified picture Some drawing shapes
Tip For more information on working with shapes, refer to the PowerPoint Exercises.

© Steve O’Neil 2005 Page 16 of 16 http://www.oneil.com.au/pc/




