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Insert images into text content

TipsMake.com guides you to insert images into text content on Word 2000, 2003. The newer versions are not
much different, you can apply the same operation to add images to Word.

TipsMake.com guides you to insert images into text content on Word 2000, 2003. The newer versions are not
much different, you can apply the same operation to add images to Word.

Insert images into text content (Office 2003)

Download photos from the Office suite on Microsoft website to your computer.
Photo by shooting a computer screen

Insert images from an existing image file on your computer

Insert pictures into text content (Office 2000)

Align photosin Word
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Insert imagesinto text content (Office 2003)

1. Goto Insert Picture Clip Art .
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2. On the screen the Clip Art panel appears on the right, you can search for images using the Search boxes. Or
find photos at:

- Organize clips .: Open Favorites window - Microsoft Clip Organize: Use the existing image structure in Office
and in the computer. (Please select this section)

- Clip art on Office Online: Open the photo section of the Office suite on Microsoft website with the condition
that the computer is connected to the Internet, at
http://r.office.microsoft.com/r/hlidClipArtFromClient/EC790014051033/6 . This section to Download photos
from the Office suite on Microsoft website to the computer.
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3. Insert images: Use existing image structures in Office and in computers - Favorites window - Microsoft Clip
Organize:

* In the Add clip to Organizer dialog box: Add new to the image structure.



Add Clips to Organizer

@ Welcome ta Micraosaft Clip Organizer!

Clip Organizer can catalog picture, sound, and mation files Found on
wolr hard diskis) or in Folders wou specify.

Click Mow to cakalog all media files, Click Later ko postpone this task,
Click Qpkions ko specify Folders.,

[Jipont shaw this message again:

Mo l [ Later ] [ options...

Y ou can add images, audio files, and movies to your hard drive or folder.

- Button Now: Add now

Microsoft Clip Organizer

(AR )

Clip Crganizer is creating collections For wou based on wour
media files,

Clip Organizer is aggregating al image data files

Microsoft Clip Organizer + 2656
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Clip Organizer is adding keywords ba your clips so thak wou can
find them later using the kewword search Feature.

Clip Organizer has added keywords to these so that you can search for them the next time using search
keywords.



- Later button: Add later

- Options button . Wait for the disk to scan for a moment

Auto Import Settings )

Your disk scan will kake a Few moments, ou may click Cancel to abort,
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Scanning drive (D)

Catalog

Zancel




Auto Import Settings il

If wou wank Clip Qrganizer bo catalog dips for a Folder, seleck the checkbox
nexk ko it, IF vou wank Clip Organizer toignore the Folder, clear the check
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Display the computer photo folders into catalogs

* At Microsoft Clip Organizer window:

After adding on the list My collections in the Collection list areawill display the entire folder of images found in
your computer:
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- Find photos you want to insert in Collection List: List the list of folders containing photos of:

1. My collections: Summarizes the entire folder of images found in the computer.
2. Office collections: The list of images available in the Office suite.
3. Web callections: Photo catal ogs from websites

When you click on any folder, the entire image in that folder will display the right area. Move the mouse over
each image to see the image name, image size and image format.

- Click on the scroll bar on each image or right click on the image to bring up the image processing menu:
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Copy: Copy photos.Copy theimage and go to the M SWord screen. Select Pasteto insert theimage
into thetext file content.

Paste: Paste photos.

Delete from ": Delete the image folder.

Delete from Clip Organizer: Delete al photosin the folder.

Copy to Collection .: Copy pictures from photo folders:
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1. Moveto Collection .. Move images between image folders



Move to Collection

Move the selected clipis) to the collection:
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1. Find Similar Style: Search for similar image styles



2. Preview / Properties: View image properties

Preview/Properties E]

Mame: cat_mouse.gif

Twpe: GIF Image

Resolution: 167 (w) x 47 (h) pixels
Size: G KB

Created: 512/2006 5:46:34 PM
Orienkation:  Landscape
Cpen with:  Windows Pickure and Fax Viewer

Keywords:

Caption:  cat_mouse

aif
Makion

[ = ] [ Refresh Edit Keywords. ..

Paths

File: E:\anh_dong_depicat_mouse. gif
Catalog: <:\Documents and SettingsiGagoiApplication Data\MicrosofthClip Organizerimst

Close

Download photos from the Office suite on Microsoft website to your computer:

1. Inthe Internet window displays the image structure of the Office online, select the image subject according to
the Optional image:
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2 . At the window that displaysthe list of photos by topic:

- Click on the image drop-down menu to display the menu:

&dd ko Selection Basket

Properties

1. Copy: Copy photos.
2. Add to Selection Basket: Add to photo selection list.
3. Properties: View image properties.

- Click on the image to open the popup showing details of the image attribute:
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File name jO406552 . jpg
Media bvpe Phata
Dimensions 1280 {w x 333 (h) pixels
Resalukion 150 dpi
File: size: 371 KB
Kenwards agricultural, agriculture,

combines, Farm equipment,
fFarms, fizlds, harvesters,
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equipment, nakure,
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- Click R under each image to select and download it to your computer.

3. Click on the Download link to start downloading photos:

@ United States (change)
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Home Selection Basket
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Training Empty basket | & Download 12 ikems
Templates

Clip Art and Media

Downloads X !
Office Marketplace ¥
Work Essentials

Microsoft OFfice System
Deployrent Cenker
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Selection Basket

Selected items: 12

Download size: 3459 KB
{& min @ 56 Kbps)
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& United States (change) |

Ol mersor .
. 0ffice Online
Home Download
Assiskance
1ra|nl:1gt Selection Basket Details
e_mpa = - Selected items: 12
Clip Art and Media Diownload size: 3459 KB (B mins @ 56 Kbps)
Downloads Review basket
Cffice Marketplace
Work Essentials Media Application
Micrasaft OFfice System Impart inta Clip Organizer wersion 2002 or newer

Media Files will be stored in your My PicturesiMicrosoft Clip Organizer Folder,
Deployment Center

Download Instructions
1. Click the Download Mow button,
2, If prompted, click the Open option,

Diownload Mow

'Z@ Having prob

erms? Try aur braubleshooking tips,

4 . Click the Open button on the File Download dialog box to save the image.

File Download [$__<|

Do you want to open this file?

@ Mame: Clipart.mpf
Type: Clip Organizer Media Package File, 3.24 MB
From: office, microsoft, com

Open ]| Carcel |

Alveayz azk before opening this tppe of file

harm your cormputer. [f you do not trust the zource, do not open thiz

@ YWwhile files fram the Internet can be uzeful, zome filez can potentially
file. "What's the rigk?




48% of clipart.aspx?Format-MPF&CTT=748r... [= |1 [X]

=

Opening:
Clipart.mpfF Fram office. micrasaft, com

Estimated time left 11 sec (67.7 KB of 145 KB copied)
Download ko Tempaoratry Folder
Transfer rake: 6,64 KBfSec

[v]iCloze thiz dialog box when download completes

Cancel

5 . After the download is completed, the Downloaded Clips window will display the downloaded images to the
computer and those images will be saved in the Downloaded Clips folder.
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Photo by shooting a computer screen
In case you want to paste computer screen image into word document:

1. Open the computer screen you want to capture
2 . Press Print Screen key, if you just take a picture of adialog box, use Alt + Print Screen combination
3. Paste into Word content: Use Ctrl + V shortcut or use Paste tools to paste.
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Insert images from an existing image file on your computer

1. Goto Insert / Picture/ From file.
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2 . Insert Piture dialog box appears:



Insert Picture
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1. Select the path containing images and photos.

2. Click ontheimage & select the Insert button (or double click on the image) to insert the image into the
word content.

3. Theresult on the MS word screen will display the newly inserted image.
Insert picturesinto text content (Office 2000)

1. Gotolnsert/ Picture/ Clip Art .
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2. Thelnsert ClipArt dialog box appears, Click on the image topic and select an image:
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3. Click on theimage or right click to bring up the menu and insert images:
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Insert clipArt: Insert image



Preview clip: Open the popup to view the image
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Add clip to favorites. Add it to another folder containing images
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Find similar clip: Search for similar images.

kil Insert ClipArt
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Insert

Copy

Paske
Delete
Select all

Recowver,..

= {lip Properties...
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Insert clipArt: Insert image
Copy: Copy photos

Paste: Paste photos

Delete: Delete the image
Select All: Select all images
Recover . Restore photos




7. Clip Properties: View image properties
Align photosin Word

After you have inserted the image into the MS Word text content, you still need to align the image to fit the eye
(see example below):
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Copry

Paste

Edit Picture

Shiow Pickure Toolbar

Borders and Shading. ..
i_apkion...

{3, Format Picture. .

% Hyperlink. ..

1. Right-click the image to bring up the image processing menu:

Cut: Cut photos

Copy: Copy photos

Paste: Paste photos

Edit Picture: Photo fix

Show / Hide Picture Toolbar: Show / hide the image processing tool bar.
Borders and Shading . Image borders

ok wdE



Borders

Borders | Page Border

Mone

Biox

g
[l Shadow
5

Setting: Skyle: Preview

Click, on diagram below or use
buttons ko apply borders

i E E w apply to:
é Cuskan -
A |P|cture

[ Showy Toolbar l [ Horizonkal Line. ..

- Caption . Set the image title (Figure)

Caption

apkion:

Figure 1

Cptions

Label: Figure

Position: Eieln:n.-'-.l selecked item

[ ] Exclude label From caption
| Mew Label. .. |

| Murnbering. ..

| AutaCaption, ., | | oK

| | Cancel

Caption: Image title name
Label: Selection of labels (Figure, Equation, Table)

New Label: Create new labels
Numbering: Set the serial number along with the image title
AutoCaption .: Create labels automatically
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- Format Picture . Some image formats

Position: Position the image evenly (Above or below the image)



Format Picture

W'eh

Wrapping style

o ot . = o &

In line with text Sguare Tight Behind kext  In front of text

Horizonkal alignment

[ Advanced. .. ]

[ ok l[ Cancel ]

=

Clorsand Lines: Color and border of the image

Size: Image size

3. Layout: How to place photos. Please note there are some cases when inserting images, photos can movein
any position, insert images on words or images are leaped, then use this Layout card to reset images.

4. Picture: Some photo features.

5. Text Box: Thistag will be used when you use the Draw toolbar to draw diagramsin MS Word.

N

- Hyperlink: Set links for photos

Insert Hyperlink

Link to: Tesxt bo display: |
...ﬂ Lok in: . ) My Documents v -
Existing File or C I
Web Page ] AdobeStockPhatos Enokmatk, ..
‘:F%'frdi"t () ImageFalia
0 | e
Place in This G My Pickures
Dvacurnenit Erowsed 4 My Wideas
Pages
(15
Create Mew Recent
Document Files
Address: -http:l,fwww.quartrimmq.cum,li v |
E-mail Address
I oK I [ Cancel

2. Processing photos with the toolbar



Insert another image



Image color: Automatic (default image color), Grayscalse (gray), Black and White (black and white),
Washout (image blur).
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Increase the default color for photos




Reduce the default color of photos

Increase brightness



Reduce brightness




Trim the border of the image

Turn photos in the same direction



Style of image envelope

10.

K
E
.,




Image compression (resolution - quality)

11.

Set image style: Images can be inserted on text, inserted in addition to text, inserted as a character, .



12.

Photo editing, photo effect

13.




Set transparent mode for photos

14.

Return to the default mode of the image.

If you are using Word 2016, or 2013, refer to the instructions for inserting this photo:

1. Tutorial for Word 2016 (Part 16): Insert images and customize the location of photos
2. Word 2013 Complete Guide (Part 15): Insert Images and Text Wrapping functions

Hope you are succesful.

Y ou finished reading the article "I nsert imagesinto text content” 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.

© 2019 TipsMake.com


https://tipsmake.com

