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Complete Word 2016 tutorial (Part 20): Align, align,
and group objects

When using Word, sometimes you need to use multiple objects such as images, shapes, Text Box, graphics. You
can organize these objects by aligning, grouping, organizing and rotating them in different ways. Thiswill make
your document look more creative, beautiful and special. Please follow the article below for details!

When using Word, sometimes you need to use multiple objects such as images, shapes, Text Box, graphics. You
can organize these objects by aligning, grouping, organizing and rotating them in different ways. This will make
your document look more creative, beautiful and special. Please follow the article below for details!

Align two or mor e objects

Step 1: Hold down Shift (or Ctrl) and click on the objects you want to align. In the example, we will select four
shapes on the right.
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Step 2: From the Format tab, click the Align command, then select one of the alignment options. Here, we will
use Align Right.
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Step 3: The objects will be aligned based on the options that are enabled. The result will be as shown below.
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If you want to move objects to the top or bottom of the page, select Align to Page or Align to Margin before
selecting the alignment options.

Distribute objects

If you have arranged objects in rows or columns, you can distribute them horizontally or vertically in a even
distance so that they are compact.

Step 1: Hold down Shift (or Ctrl) and click on the object you want to distribute.

Step 2: On the Format tab, click the Align command, then select Distribute Horizontally or Distribute Vertically.
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Step 3: Result we will get the shapes evenly as shown below.

Martinique

Pool & Spa Services

Keeping your pool or spa sparkling, safe, and clean

[e Align~

Eill Fisher
#ln3s"
Align Left
Align Center
Align Right
Align Top
Align Middle
Align Bottomn
Distribute Horizentally
Distribute!elticdlyb
Align to Page
Align to Margin
Align Selected Objects
Use Alignment Guides
View Gridlines

Grid Settings...

Cleaning

Maintenance

Restoration

5 Share

Group of objects

Grouping objects together will allow you to resize and move all objects at once.

Step 1: Hold Shift (or Ctrl) and click on the object you want to group.

Step 2: Click on the Group item on the Format tab and select the Group command.
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Step 3: The selected objects are grouped and the results are as follows.
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Cancel group of objects

Similar to the grouping task, to cancel the group, you just need to access Format> Group> Ungroup.
Arrangethe objects

In addition to alignment, Word 2016 also provides the ability to sort objects in a specific order to determine
which objects are ahead, which objects are behind when they overlap.

Step 1. Select the object you want to move. In this example, we will select the image of the wave.

Step 2: From the Format tab, click the Bring Forward or Send Backward command to change the order of the
objects according to each level. In this example, we will select Send Backward.
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Step 3: The objects will be rearranged. In this example, the image is behind the text on the left but still covers
the shapes on the right.
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Step 4: If you want to move the object behind or in front of other objects, use Bring Forward or Send Backward
instead of clicking on the other sort command multiple times.

Step 5: In this example, the wave image is moved behind the other objects, by clicking the Send to Back
command in the Send Backward section. Therefore, all text and shapes are displayed in front of the wave image.

21}

() ¢

Maintenance

M artl ﬂique f-iiepair.

Pool & Spa Services

Keeping your pool or spa sparkling, safe, and clean

If you want to change the layout of a specific object, you can use Selection Pane on the Format tab.

Rotate or flip the object



If you need to rotate an object to another direction, click the Rotate command on the Format tab, then click the
option you want. In this example, we will select Flip Horizontal.

Asaresult, we will get the bubbles on the left that were previously hidden behind the right Text Box.
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Good luck!
Y ou can see more:

1. Guideto Word Word 2016 (Part 19): Inserting Text Box
2. Tutorial for Word 2016 (Part 18): How to add Shape shapes

Y ou finished reading the article "Complete Word 2016 tutorial (Part 20): Align, align, and group objects’
edited by the TipsM ake team. We hope this article has provided you with many useful tech tips and tricks. Y ou
can search for similar articles on tips and guides. Thank you for reading and for following us regularly.
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