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How to Edit Text in Word

Microsoft Word has the ability to combine text and images to illustrate documents. To change the default
settings, you can learn how to edit text around images. TipsMake today will show you how to use the text editing
feature (Wrap text) in Word to add captions to photos.

Add photos

“Write eloquently, with a little help

Word ssomatically checiks spelling and grammas, and marks misspefied words with a red
squigghy underling. Grammatical glitches get a blue double underline.

Try itz Put your cursor at the end of this parggraph, and hit Enter 19 513 a new paragraph. Write
a sentence wilh sorme spelling of grammatesl mstakes, 8hd préss Enter 1o finish the paragraph,

Right-click the text that's marked with undedines, or Press F7. Choose a suggestion to comect
the mistakes,
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Click the area where you want to add a photo. Once clicked, avertical break will flash at the |ocation where
you want to place the image.

The mouse is a useful device when working with images in Word. Through clicking and dragging, you will be
able to manipulate more with the size and shape of the image.
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Click Insert . Thisoption appears in the top menu. A menu with different options will appear after you click on
it.

H -0
File Home Design Layout References Mailings Review View

ﬁ |_j '% . £ _il ]T:J |I & + B Get Ad

Cover Blank Page
Page~ Page Break
Pages

Write elog

Word automaticaily chec
squiggly underline. Gram

TipsMake

Select Pictures. Thus, you will be able to insert any image format such as jpg, pdf, etc. on your computer (or
drive) into the document.
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Click Photo Browser and select a photo from your computer's photo program.

Select Picture From Fileif theimage is on your desktop or another folder.
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Select photo. After the insert image dialog box appears, go to the folder containing the image and select the file
to insert into the document.
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Click Insert . Thisbutton is at the bottom of the dialog box. Once completed, the image will be inserted into the
location you selected with your mouse pointer.
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Try itz Fut your cursor at the end of this paragraph, and bit Enfer 1o S1am a new paragraph. Write
a sentence with somme spelling oF grammatical mistakes, and poess Enter 13 finish the paragraph.

Look at the photos. Note: Word's default setting is to place pictures by lin€'. This means Word will seethis
image as alarge letter or tall line of text.

Thetext editing feature will allow you to place text scattered around, over or next to the image.

Adjust text around images
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Click on the photo. This opens the Picture For matting menu in the ribbon at the top of Word's interface.

When you click outside the picture, the picture format menu closes and returns to the text format menu.
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Select Wrap Text . This option may be in the Arrange group , Advanced Layout tab , Drawing Tools, or

ilp

35 for editing Welcome to Word

mplate tips

Title styles

it this template like a pro

As you're editing the Welcome to Word template £F to make it

SmartArt Tools, depending on the version of Word you are using. .
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As you're editing the Welcome to Word template £F to make it

Click the Wrap Text button that appearsin the upper right corner of the photo when you click the photo.
A menu will drop down with different text editing options.
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As you're editing the Welcome to Word template £F to make it

Select text editing options. Word offers many different text editing features so you can choose depending on

your needs:

Select Squareif the photo is square and you want to wrap text around the square border of the photo.

Select Top and Bottom if you want to keep the image in the current line to put text above and below the image.

Select Tight so the text flows around or the image is circular or irregularly shaped.



Select Through to customize the areas where text can be placed. Thisoption is best if you want to combine text
with images in a unique way without worrying about image borders. Thisis an advanced setting because you
will be pushing or pulling pixels to alocation other than the original frame.

Select Behind Text to use the image as a watermark behind the text.

Select In Front of Text to place theimagein front of the text. Y ou may consider changing the color if you don't
want the text to become difficult to read.
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Edit photo position. After you choose the text layout, you can click and drag the picture to another location on
the page. The program will alow you to place photos (along with edited text) anywhere.
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Experiment with different types of text editing. Each image and project will need different types of text
editing. Every time you add a new photo, you should try out most of the options to make sure the text is adjusted

properly.

Delete edited text
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Click the box containing the distributed text. Markers used to expand or move the text box will appear, and
the text will return to edit mode.
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Right-click the text thats marked with underlines, or Press F7, Choose a suggestion 1o correct
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Highlightsall but thefirst letter of the edited text. It'simportant to leave the first letter outside the selection
because you'll need to press the Backspace key. If you select all, when you press the Backspace key, the inserted



image above the arranged text will also be deleted.
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Presskey ? Backspace. The content you highlighted in the text box will be deleted. Y ou can then delete the
remaining first letter to return the settings of the correction text to the original.

Y ou finished reading the article "How to Edit Text in Word" 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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