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How to insert imagesinto Word documents

Text will be difficult to read and boring if the whole word istext, lack of illustrations and reduce the effect of
conveying the content of the text. So today | introduce to you How to insert images into text and edit photos after
inserting.
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INSERT IMAGESAVAILABLE IN COMPUTERS

Step 1: Click Insert -> Picture.
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Step 2: The Insert Picture dialog box appears -> select the path to the image file to be inserted and then click
Insert .
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INSERT IMAGE ONLINE
Step 1: Select the Insert tab -> Online Pictures.
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Step 2: The Insert Picture dialog box appears, enter the name of the image you want to search and press Enter
. After you've selected the image you click Insert .
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EDIT THE PHOTO AFTER AVAILABLE

The operation is very simple is not it. However, after inserting, there are many images of size, position . that do
not fit the requirements you can edit photos after inserting in the following ways:

1. Resizetheimagefile

- Theimage file sizeistoo small or too large. Y ou move to the edges or 4 corners of the image. When the mouse
pointer changes to a 2-way arrow, drag in the direction you want to change. Note that when the image is too
small you want to zoom in, so you zoom in both directions so the image is not distorted, hold down the Shift key
and drag at a certain corner of the image.
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- In case you want the image to be the correct height and width by selecting the For mat tab to resize:
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2. Create effectsfor photos

- If you know how to use a combination of effects for your photos, it's great. Right-click on the image and select
Format Picture. There are many effects for you to choose: Shadow, 3- D Format . | for example effects in
SHADOW . You can change the brightness of your photos using Transpancy. Application 3-D FORMAT
useful for you to advertise on furniture.



Format Picture v X

OO E e

4 SHADOW i
Presets |:| -
Colar fi” gl

G
Size ——— :
Elur — 5
Angle F—— 7
Distance - =

4 REFLECTION
Presets L~
Transparency FH—— i
Size F— &

-

ThuThuatPhanMem!vr

3. How to display photos

- There are many ways you can promote your product. Y ou can take that image as a background or combine with
the text to win customer trust. You can use your product image as a background for the text that you want to
present.

+ Right click on the image and select Wrap Text -> Behind Text .
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+ Results after choosing Behind Text :
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- There are al'so many waysto coordinate such asIn Front Of Text , In Line With Text .
Good luck!

Y ou finished reading the article "How to insert imagesinto Word documents' 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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