Word Tips

Resize Image

· Click on the image, then drag a corner to reduce the image proportionally.

· For precise sizes, use Format menu, Picture option, Size option. 

Move Image

· After resizing your image, simply click and drag anywhere on the page.

Add Text to Image 

· Click on the image. From Format menu, select Picture option, then Layout . 

· Select Behind Text to write over or in an image, e.g. a background or border. 

· Select Tight or Square to wrap text around the image, e.g. a bell or flower. 

Check Your Work! 

· Save paper by previewing your work. From File menu, choose Print Preview . 
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