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Word 2013 Complete Guide (Part 18): How to insert
Text Box and WordArt

The Text Box text box can be useful in attracting readers' attention to specific texts. Please refer to how to insert
Text Box and WordArt in Word 2013!

1. Word 2013 Complete Guide (Part 15): Insert Images and Text Wrapping functions
2. Word 2013 Complete Guide (Part 16): Image format
3. Word 2013 Complete Guide (Part 17): Drawings and how to create effects for drawings

Introduce

The Text Box text box can be useful in attracting readers' attention to specific texts. They can aso be useful
when you need to move the text in your document. Word 2013 lets you format Text Box text boxes and text
within them asWordArt .

Please refer to how toinsert Text Box and WordArt in Word 2013 :

How toinsert Text Box and WordArt in Word 2013;

1. A.Insert Text Box
1. I. Movethe Text Box text box:
2. Il. Resize Text Box
2. B. Change the text box
1. I. Changing the shape of the text box:
2. 11. Change color
3. 111. Change the border
4. 1V. Changethe style
5. V. Change shadow effect

3. C. 3D effect
1. 1. Using 3-D Rotation:
2. 1. Use Bevel:

4. D. Create WordArt
1. I. Apply quick styleto text
2. 1l. Convert plain text to WordArt:
3. Il1. Convert text
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A.lnsert Text Box

1. Select the Insert tab, then click the Text Box command in the Text group.
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Choose a Text Box

Got must-see content? Putitin a
teat bone.

A teat box

2. A drop-down menu will appear. Select Draw Text Box .
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Draw a Text Box

Draw a text box amywhere,

This is a great way to get the exact
text box size you want, especially

when adding text to shapes and
objects.

3. Click, hold, and drag to create a text box.
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4. The insertion point will appear inside the text box. Y ou can enter to create text in the text box.
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Home tab.

5. If desired, you can select the text and then change the font, color and size by using the commands on the

6. Click anywhere outside the text box to return to your text.

1. You can also select one of the created text boxes including predefined colors, fonts, location and sizes. If
you select this option, the text box will automatically appear, so you won't need to paint it anymore.
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|. Movethe Text Box text box:

1. Click the text box text box you want to move.

2. Hover over one of the edges of the text box. The cursor will change to a 4-arrow icon
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3. Click, hold, and drag the text box to the desired location.
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1. Resize Text Box

1. Click the text box that you want to resize.

2. Click, hold, and drag any circular latch on the corner or edge of the text box until it isthe desired size.
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B. Changethetext box

Word 2013 offers many options to change the way text boxes appear in your document. You can change the
shape, style and color of text boxes. Also, when you want to add a smaller size you can add shadow effects.

|. Changing the shape of the text box:

Changing the shape of the Text box text box can be a useful option to create an interesting look in your
document text.

Selecting a shape style allows you to apply colors and effects to quickly change the appearance of the Text Box .
1. Select the text box you want to change. The Format tab will appear.

2. From the For mat tab, click the Edit Shape command.
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Edit Shape

3. Hover over Change Shape, then select the desired shape from the menu that appears.
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4. The text box text box will appear under the shape you selected.
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II. Change color
1. Select the text box you want to change.

2. On the Format tab, click the Shape Fill drop-down arrow. The Shape Fill drop-down menu will appear.

3. Choose the color you want to use. To see more color options, select More Fill Colors.

REFERENCES MAILINGS REVIEW VIEW FORMAT
23 Shape Fill - B A, Text Fill - ||f} Text Direction ~
Abe | - I E ine= | E2] Ak .
Theme Colors ."Ilfil‘ | o, Text Outline Lol Align Text B
= ] z [ ¢
i H EHER ':R?. 1] 7| {8 Text Effects= @2 Create Link
hape Styles “rdArt Styles (] Text
FES Qlive Green, Accent 3 Y
«ARNRNERES
Standard Colors
| § | EEEEE e
No Fill S

0 ey T~ :
vy More Fill Colors... LUlgl s Pl \
[aa Picture... - -
|

Gradient >

i Texture 3

4. The text box text box will appear in the selected color.



1. If you want to use adifferent color style, select Gradient or Texture from the drop down menu. Y ou can
also select No Fill to make it transparent.

[11. Change the border
1. Select the text box text you want to change.

2. On the Format tab, click the Shape Outline drop-down arrow. Menu Shape Outline will appear.

3. Choose the color you want to use. If you want, you can select the colorless border, select No Outline.
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4. The text box text box will appear in the selected border color.
1. From the drop-down menu, you can change the border color, thickness and dashed lines.
V. Changethe style
Selecting a style allows you to apply existing colors and effects to quickly change the appearance of the text box.

1. Select the text box text you want to change.

2. On the Format tab, click the M or e drop-down arrow in the Shape Styles group.
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between predefined text styles.

3. A drop-down menu will appear. Select the type you want to use.
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4. The text box text box will appear in the selected style.
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V. Change shadow effect

Adding a shadow effect to the image can make it appear as if it is floating on the page and help increase the
contrast between the shape and the background.

1. Select the text box text you want to change.



2. On the Format tab, click the Shape Effects drop-down arrow. In the menu that appears, select the shadow
you want to use.
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3. The shape will appear with the selected shadow.

1. To adjust the shadow color, size, distance and more, select Shadow Options from the drop down menu.
Format Shape will appear.
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C. 3D effect

There are two types of effects you can apply to text box text boxesto create 3D effects: 3-D Rotation and Bevel.
3-D Rotation makes text box text boxes appear asif you were viewing atext box from another angle. The Bevel
effect increases the thickness and rounded edges for text boxes.

|. Using 3-D Rotation:

1. Select the text box you want to change.

2. On the Format tab, click the Shape Effects drop-down arrow. In the menu that appears, select the desired 3-
D Rotation effect.
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3. The text box text box will appear in the selected Rotation 3-D effect.

1. If desired, you can customize Rotation 3-D . Select 3-D Rotation Options . from the drop-down menu
and the Format Shape pane will appear. From here, you can adjust the rotation values.



REFEREMCES MAILINGS REVIEW VIEW FORMAT
Ay A lliTeaDiecion- [T [E TeingForward v [F - | 5]
4 B« [3]Align Tex - = = g - 1
= 1 Send Backward ;
Quick "o 9 Position Wrap _ = Size
Styles - & - @ Create Link - Text~ Ol 3election Pane k- -
n WordArnt 5. & Text Arrange ~
3 Y
Format Shape TR
SHAPE OPTIONS  TEXT OPTIONS
B, [AS
A &
4 3-DROTATION
Presets -
% Rotation 334* G &
¥ Rotation o q} il Al o
Z Rotation . g 2 2| |Gy
Keep text flat
Distance from ground _. 0pt il
Reset

1. Use Bevd:

1. Select the text box you want to change.

2. On the Format tab, click the Shape Effects drop-down arrow. In the menu that appears, select the desired
bevel preset.
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3. The text box text box will appear in the selected bevel effect.

1. If you have changed the shape of the text box, it isimportant to note that the bevel effect does not work
with all shapes.

2. If you want, you can customize the bevel effect. Select 3-D Options . from the drop down menu. For mat
Shape will appear. From here, you can change the width, height and depth of abevel.
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D. Create WordArt

In addition to adding effects to the text box text box, you can add effects to text within the text box, known as
WordArt . Most types of effects that you can add are like effects you can add to drawings or text boxes ( such
as shadow effects, bevel effects, . ). However, you can also convert text to create a wavy, italic, or zoom .

In general, you should not use WordArt in other official documents such as profiles and referrals because it may
appear non-formal.

|. Apply quick styleto text

Quick style will automatically apply some effects to your text at the same time. Y ou can then tweak the look of
the text by adding or modifying text effects.

1. Select the text box text box or select some text inside the text box.



2. On the Format tab, click the Quick Styles command in the WordArt Styles group. A drop-down menu of
text styles will appear. Select the type you want to use.
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3. The text will appear in the selected style. If you want, you can change the font or font color from the Home
tab.

II. Convert plain text to WordArt:

For WordArt- formatted documents, it must be in a text box. However, there is a shortcut that allows you to
convert text into WordArt evenif it isnot in atext box.

1. Select the text you want to convert, then click the Insert tab.
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2. Click the WordArt drop-down arrow in the Text group. A drop-down menu of WordArt types will appear.
Select the type you want to use.

A ’:| 4 A B,"'SignatureLine ~ U Equation ~

F@ Date & Time €2 Symbol -

Text Quick WordArt Drop _
Box~ Parts~ - Cap~ [ Object ~

& A IS\ A A A

A Fill - Blue, Accent 1, Shadow
Y S o

A AAAE

3. Word will automatically create atext box text box for text and text that will appear in the selected style. If you
want, you can change the font or font color from the Home tab.
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1. Some effects like shadow effects, can be added from the Text Effects menu in the Home tab. When you
add effectsin thisway, it will not put text into a text box.
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[Il1. Convert text

1. Select the text box or select some text inside the text box.

2. On the Format tab, click the Text Effects drop-down arrow in the Wor dArt Styles group.
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3. An effect drop-down menu will appear. Hover over T
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Add a visual effect such as shadow,
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4. The text will change to the type you selected.



1. If desired, you can add additional effects like shadow effects, bevel effects and more for conversion text.
See also: Word 2013 Complete Guide (Part 3): How to store and share documents
Having fun!

Y ou finished reading the article "Word 2013 Complete Guide (Part 18): How to insert Text Box and
WordArt" edited by the TipsM ake team. We hope this article has provided you with many useful tech tips and
tricks. You can search for similar articles on tips and guides. Thank you for reading and for following us

regularly.
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