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MS Word 2007: Graphics

Lesson Notes
Author: Pamela Schmidt

AutoShapes
IP=" 9, Hyperlink To insert a shape, on the Insert Ribbon choose the Shapes control.

A Bookmark
Shapes |Smartart Chart
- 4] Cross-reference

Recently Used Shapes When a shape tool is selected, a cross hair will appear

LNnOooA1LLo 4o whenthe mouse pointer is taken over the document.
?i“: AR Note: Use the shift key while dragging to constrain the shape.
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Stars and Banners
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-ilj Mew Drawing Canvas

The Drawing Tools Format Ribbon appears when the object is selected.
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Insert Shapes Shape Styles e Shadow Effedts 3-D Effects Arrange Size

Note: the color schemes available will depend on the Theme selected on the Page Layout
Ribbon.
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The white arrow is the selection arrow.

Selecting an Object [%

The little dots that appear when an object is selected are called
fsizhnghandl es 0.

Resize
The handles can be used to resize a graphic. When the mouse
selection pointer is taken over one of the handles, the selection
pointer changes into a resizing pointer (two (2) sided arrow.) When the resizing
arrow appears, click and drag to resize the graphic.

i

Move
The graphic can be moved. When the mouse selection pointer is taken over
the graphic, the selection pointer changes into a reposition pointer. When the
reposition pointer appears, click and drag to move the graphic. 1

Rotate
The graphic can be rotated. When the mouse
is taken over the green rotation handle, it turns
into a circle with an arrow. Click and drag in
the direction to be rotated.

Adjusting Inside Lines
Drag the yellow diamond to adjust an inside line.

Lines
To choose a different line or border color, or add
effects, click the Shape Outline command on the
Drawing Tools Format Ribbon.
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Shape Styles

Use the Shape Styles controls on the Drawing Tools Format Ribbon
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Shape Styles U

Fills

To choose a different color, or add effects, click on the small
down arrow to the right of the paint bucket.

More Fill Colors

| %% Shape Fill—

Theme Colors
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A dialog box will open for choosing a solid o ==
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Standard Colors
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Maore Fill Colars...

Picture Picture...
A dialog box will open for choosing a Gradient »
picture to insert into the shape. Texture ,

Pattern...

Gradient

Choose a gradient from the tools that appear, or
choose More Gradients to open the Fill Effects dialog
box.

Texture

Choose a texture from the tools that appear, or
choose More Textures to open the Fill Effects
dialog box.

Pattern

chosen.



(g)rowe“”e, anc

MS Word2007 Graphics -

Order

Objects placed in a document are placed on layers.

To change the order of an item, click on it with the right mouse button.

Choose Order from the pop up menu, then the desired action.
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Cut

Copy

Paste

Add Text
Grouping
Crder
Hyperlink...

Set AutoShape Defaults
Format AutoShape...

Grouping

Individual objects can be grouped into one object.

Select the objects to be grouped by clicking on the first object, °
hold the shift key, and select the remaining objects.

Let go of the shift key and use the right mouse button on one

of the objects to bring up the shortcut menu.
On the shortcut menu, choose Grouping, Group.
The grouped items will have one set of handles.
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Drawing Canvas
A drawing canvas is needed to group some types
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Ering to Front

Send to Back

Ering Forward

Send Backward
Ering in Front of Text
Send Behind Text

Cut

LCopy

Paste

B

Grouping
Order

of objects.

On the Insert Ribbon choose Shapes, New Drawing Canvas.
Copy and paste objects into the Drawing Canvas, then group the desired objects.
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Effects

Shadows Effects D i
The Shadow Effects controls on the Drawing Tools Format Ribbon will B3,
add and control shadows. Nudging tools control the placement of the Epfzgt"s“f m'y
shadow. Shadow Effects

3-D Effects “‘i ¢
The 3-D Effects controls on the Drawing Tools Format Ribbon will add : < g7 <p
and control the 3-D Effects. Rotation tools control the movement of the Eﬁi'gs_ )
tail.

3-0 Effects

3-D Color
Depth

Direction
Lighting
Surface /
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Text

Text in an Object
Use the Edit Text tool on the Drawing Tools Format Ribbon to add text to any
object.

Click on the object tool, then click in the Edit Text tool. Type the desired text.
Use the Text Box Tools format Ribbon to format the text.

Word Art

Use the Word Art command in the Text Group on
the Insert Ribbon to make stunning headings.

Creating

Once a design is chosen off the Gallery, a dialog box will open for the typing "‘m T
of the desired text and choosing of the Font. Proicere, Inc.
The WordArt Tools Format Ribbon will appear when the created WordArt is
selected. , |
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Text ordArt Styles Shadow Effects 3-D Effects Arrange Size

Changing

The same tools used for changing shapes can be used to change %[’ AY Aa Even Height
WordArt. . f‘ = 4B vertical Text
Additional tools consist of: ES;E spacing = Alignment -
Edit Text T Opens dialog box to change text and font. Text

Spacing 1 Adjusts space between characters.
Even Height i Makes lower case letters the same height as capital letters.

Vertical Text i Changes text to be up and down vs side to side. 4\ Change Shape ~ |
Alignment i Allows for left, center, and right justification. Follow Path
Change Shape allows for different WordArt Shapes. Warp
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Smart Art

To insert a Smart Art, from the Insert Ribbon, choose Smart Art, then the type of Smart Art.

When the Smart Art is selected, two ribbons will appear for the Smart Art Tools: Design and
Format. The Design Ribbon will change depending on the Smart Art selected.

The Design Ribbon will have a command for adding shapes.
The Format Ribbon will have the tools for changing the text.

Organizational Charts
To insert an Organization Chart, from the Insert Ribbon, choose Insert, Smart Art, Hierarchy.

Choose a SmartArt Graphic (2 ]

S

Organization Chart
Use to show hierarchical information or
r n

shape an
the Org Chart hanging layouts are
avallable with this layout.

=

Diagrams
To insert a Diagram from the Insert Ribbon, choose Insert, Smart Art, Cycle.



