How Pictures are put into a Word Document

Putting pictures into a Microsoft Word document is actually quite simple. The problem comes
when you want to move them around, place them in a specific location, or want the text and
pictures to work together better.

First lets get a picture into your document. Follow these easy steps, and you will have a picture
in your document. It may not be where you want it, or the size you want it to be.
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Notice that there are 8 little boxes on the
edges of your picture. These boxes indicate that the picture is selected.

Like highlighted text, you can now operate on that picture. If it is not selected, just click on the
picture and it will be selected.

Next from the menu bar, select Format. Notice the last menu option is
Picture. That selection will only appear if you have a picture or graphic
selected in your document. Click on the picture from your menu. You will
get a dialog box that has about 6 tabs in it. Select the Layout tab. For this
discussion, select Square. Click on OK.
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