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THE INSERT TAB


Insert Pictures from your computer, Clip Art or draw Shapes
Draw a Text Box






EDITING FROM THE HOME TAB 
When objects are added, basic modifications can be made from the Home tab


	
Cut, Copy & Paste
Bring Forward – Brings an object up a “layer” or to the front of another object
Send Backward – Sends an object back a “layer” or just behind another object
Rotate 











Take note of the selection box around the object & the mouse cursor when modifying objects

Free Rotate

Grouping Objects

Move
Resize



[bookmark: _GoBack]DRAWING TOOLS TAB
The Drawing Tools tab appears when a Text Box or Shape is selected



Manual Size Adjustment
Shape Style, Effects and Change Shape



	

TEXT BOX TOOLS TAB
The Text Box Tools tab appears when a Text Box is selected




Text Direction
Text Alignment Options
Text Effects






	PICTURE TOOLS TAB
The Picture Tools tab appears when an image is selected



Image Adjustments
Picture Styles
Cropping Options







[bookmark: _Hlk498068885][bookmark: _Hlk498068886][bookmark: _Hlk498069592][bookmark: _Hlk498069593][bookmark: _Hlk498069655][bookmark: _Hlk498069656][bookmark: _Hlk498069748][bookmark: _Hlk498069749][bookmark: _Hlk498069826][bookmark: _Hlk498069827][bookmark: _Hlk498069909][bookmark: _Hlk498069910][bookmark: _Hlk498069984][bookmark: _Hlk498069985][bookmark: _Hlk498070176][bookmark: _Hlk498070177][bookmark: _Hlk498070203][bookmark: _Hlk498070204][bookmark: _Hlk498070324][bookmark: _Hlk498070325][bookmark: _Hlk498077568][bookmark: _Hlk498077569][bookmark: _Hlk498077646][bookmark: _Hlk498077647][bookmark: _Hlk498078033][bookmark: _Hlk498078034][bookmark: _Hlk498078095][bookmark: _Hlk498078096][bookmark: _Hlk498078272][bookmark: _Hlk498078273][bookmark: _Hlk498078320][bookmark: _Hlk498078321][bookmark: _Hlk498078386][bookmark: _Hlk498078387][bookmark: _Hlk498078949][bookmark: _Hlk498078950][bookmark: _Hlk498078972][bookmark: _Hlk498078973][bookmark: _Hlk498078978][bookmark: _Hlk498078979][bookmark: _Hlk498079125][bookmark: _Hlk498079126][bookmark: _Hlk498079358][bookmark: _Hlk498079359][bookmark: _Hlk498079360][bookmark: _Hlk498079361][bookmark: _Hlk498079363][bookmark: _Hlk498079364][bookmark: _Hlk498079428][bookmark: _Hlk498079429][bookmark: _Hlk498079489][bookmark: _Hlk498079490][bookmark: _Hlk498079606][bookmark: _Hlk498079607][bookmark: _Hlk498079635][bookmark: _Hlk498079636]Courtesy of Gail Borden Public Library and the Public Library Association	05/16
image3.jpeg
&5 Business Information + 2 Symbal

D EEB B s Bomeee

S Borders & Accents -
Poge. Gaalog | Table | Piwe Gip ‘Shapes Picure | Page _—
e oo | S TP poanotaer | P (8] Adversements~ | 1oq By 3 et Fie g obiect

pagee. . |iaanies | Mistrations Building Blocks 5 Teit.





image4.JPG
av“# B I

Clipboard s |

Insert

u

Page Design

-0
* Aav

Font

AN

e

Mailings

Review  View

Paragraph

Styles

Styles

=

@ E

Draw icure Table Shapes

Text Box

Objects

Wrap
Text~

G Bring Forward + [# 6roup
2 Send Backward - I Un

up
12 Align - Sk Rotate +
Armange





image5.png




image6.png




image7.jpeg
av“# B I

Clipboard s |

Insert

u

Page Design

-0
* Aav

Font

AN

e

Mailings

Review  View

Paragraph

Styles

Styles

=

@ E

Draw icure Table Shapes

Text Box

Objects

Wrap
Text~

G Bring Forward + [# 6roup
2 Send Backward - I Un

up
12 Align - Sk Rotate +
Armange





image8.png




image9.png




image10.png




image11.png
[y




image12.png




image13.png




image14.png




image15.png
[y




image16.png




image17.png




image14.JPG
Drawing Tools

GOBEN N - f<Editshape + & Gy Bring Forward ~ 181 | &[] 269"
OOAT 11D - e [:] O E] - O one| B s s 5
O o aNNAE - e T Measurement

ifects - L eedse © Tet- |2 Align © k-
i P— e L g |

Sze o





image15.jpeg
Drawing Tools

GOBEN N - f<Editshape + & Gy Bring Forward ~ 181 | &[] 269"
OOAT 11D - e [:] O E] - O one| B s s 5
O o aNNAE - e T Measurement

ifects - L eedse © Tet- |2 Align © k-
i P— e L g |

Sze o





image16.JPG
3

Text
Fit~

Home  Insert

Drawing Tools

o

i

Tet
Direction

Text

W

Hyphenation

25 break

s e T
— EE]

oo o - A 8
% Smm

B/ U x x A [N A~

Font.

Columns Margins

HEE - v

Alignment

B nec

Greate
[ B prevous

Linking

/iy Outine AZDrop Cap+ e Stylstic sets -

LN A engrave |23 Number stye + (B susen

SN Emboss | fi Uigatures + At stystic Aternstes
Erfects Tipsurply =





image17.jpeg
3

Text
Fit~

Home  Insert

Drawing Tools

o

i

Tet
Direction

Text

W

Hyphenation

25 break

s e T
— EE]

oo o - A 8
% Smm

B/ U x x A [N A~

Font.

Columns Margins

HEE - v

Alignment

B nec

Greate
[ B prevous

Linking

/iy Outine AZDrop Cap+ e Stylstic sets -

LN A engrave |23 Number stye + (B susen

SN Emboss | fi Uigatures + At stystic Aternstes
Erfects Tipsurply =





image18.JPG
Home.

Insert

Page Design

Mailings  Review  View

Picture

Insert

O Contrast -

g Recolor -

Adjust

% orgntnes - ;(

‘m

)

Swap

ey

- - \‘
il <« ud

Picture Styles

‘

Bfedss
Shadow Effects

.| B

Wrap

Gy Bring Forwara =[]
@ Send Sackwara - ]

Tet- |2 Align © k-

Arrange

coh g

\





image19.jpeg
Home.

Insert

Page Design

Mailings  Review  View

Picture

Insert

O Contrast -

g Recolor -

Adjust

% orgntnes - ;(

‘m

)

Swap

ey

- - \‘
il <« ud

Picture Styles

‘

Bfedss
Shadow Effects

.| B

Wrap

Gy Bring Forwara =[]
@ Send Sackwara - ]

Tet- |2 Align © k-

Arrange

coh g

\





image1.jpg
.DIGITALLEARN.ORG
@




image2.JPG
&5 Business Information + 2 Symbal

D EEB B s Bomeee

S Borders & Accents -
Poge. Gaalog | Table | Piwe Gip ‘Shapes Picure | Page _—
e oo | S TP poanotaer | P (8] Adversements~ | 1oq By 3 et Fie g obiect

pagee. . |iaanies | Mistrations Building Blocks 5 Teit.





