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INTRODUCTION

This graphics course is aimed at those who have an intermediate knowledge of
Word 2007 and want to learn more features.

Knowledge assumed

experience of using a computer, for example keyboard
familiarity

experience of using Windows

experience in using Word 2007

Areas covered

inserting a graphic object into a document

text wrapping

text boxes

SmartArt

charts
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Tﬁ Document signposts

Instructions for you to type

Bold text
Shortcuts
Reminders
WS
Notes
Exercises
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GETTING STARTED

Before you begin, you should take a look at the layout of the Word 2007 window
so that you know where to find the tools you will be using.

To see this window you must open Word 2007:

> Double click the Microsoft Word 2007 shortcut icon on the ]
desktop Microsoft
or Ward 2007
» Click the Start button
» All Programs
> Microsoft Office
» Microsoft Office Word 2007
A blank document is automatically opened ready for use.
Microsoft Office Tabs Ribbon
button
(B | =0 A u_l“‘:)@_@ | & & & %_'_E_'_ = Document2 - Microsoft Word - =X
_L_l-Hume | Insert Page Layout References Mailings Review  View Develaper (7]
Lﬂj "‘ Trebuchet MS <[z - A'j| = 'fl@@ | AaBbCcl | AaBbCcl AABB AaBbCc _ % i:i:'a‘u :
[

Paste j (B I U ~shex xfar[¥- A

‘=, by | Bl i i i _ Change
= “L@z e ‘ T Normal | T Mo Spadi.. Headingl Heading2 = e [3 Select ~

|| Clipbaard e :_ Fant Bl Paragraph = Styles = Editing |

T A R N S s R i T I T Y - =
& A ORE SRR R A BRI G

el

16 15150k v 1de E3n A IR 4 FLLe vl07 08 8.0 F i LT ) G GG bk R ) v

Section:1 Pagerlofl | Words:0 | & English(uk) | &3 | = EAR

Status bar View buttons
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GRAPHICS

Graphics include pictures, shapes, SmartArt, and charts.

Pictures are graphics created from another file and include bitmaps, scanned
pictures and photos, and Clip Art.

OBJECTS

Information that has been created using a specific program such as drawing
software is called an Object. Word tables and WordArt can also be thought of as
objects.

As information can be exchanged between Word, Excel, PowerPoint and Access,
in some circumstances a selection of data copied from Excel into Word could
also be an object.
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PICTURES

Pictures may be found in various locations; as part of a picture gallery supplied
with Word, in Clip Art, or downloaded from the Internet. Or you might want to
include a digital photograph that you have taken, or a photograph you have
scanned.

SCANNED AND DOWNLOADED FILES

A picture downloaded from the Internet may be in one of many file formats
depending upon how it was originally saved.

You should be aware that there are copyright restrictions, and for further
information on the implications you are recommended to check the Library
Services site:

http://www.library.dmu.ac.uk/Support/Copyright/

If you scan a picture, you will have the option of choosing the format when the
object is saved to disk.

Word supports a number of popular graphics formats:

Windows Metafile Graphics .emf, .wmf

Windows Bitmap .bmp, .dib, .rle

Computer Graphics Metafile .cgm

Graphics Interchange Format .gif

Joint Photographic Experts Group Jpg

Portable Network Graphics .png

Macintosh PICT .pct

Tagged Image File Format tif

Vector Markup Language .vml

Microsoft Windows Media .avi, .asf, .asx, .rmi,. wma, .wax, .wav

For some file types you will need to install a graphics filter. You can find further
information from Word Help by searching for ‘Types of media files you can add’.
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INSERTING A PICTURE INTO A DOCUMENT

Pictures can be saved as files and inserted into your document.

» Open the document called BelievelnFairies in the Word2007Graphics folder
on drive C:

» Position the insertion point on a blank line beneath the first paragraph
» Choose the Insert tab

» Click Picture in the Illustrations group

The Insert Picture dialog box is displayed.

» Select the Word2007Graphics folder

Insert Picture E]
Loak in: 1) Word2007Graphics S @-3 X Views
3, My Recent
Docurments 2 %
@ Deskkop " ’- )‘ -
&ﬁ‘ ‘..‘ W
=y My
& pocuments -
My s ;
J Computer JackiLantern.jpg
. J My Metwiork
Places
File name: =
Files of BvPet | g pictures % emf;* wmf; *, jpg; * jpeg; * fif; *.jpe;* png;* brp; *.diby* rle;* bmz;* .gif * . gfa; *.emz +

There are two picture files in the folder and you will see their contents
previewed in the dialog box.
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If you don’t see a preview, use the Views button in the dialog box to select
Thumbnails.

oo Thumbnails

0

Tiles

Iz oo FE

Icons

et List

£ Details
=]  Properties
2F  Preview

» Select the picture file named Fairies

> Click the Insert button

» Use the handles at the corners of the picture to make it a little bigger

Resize handles

WRAPPING TEXT AROUND A PICTURE

Depending on the layout of the document, you may want the text to wrap
around the picture.

» Select the picture

When the picture is selected the Picture Tools contextual tab is displayed.

» Click on the Format tab

Picture Toals
| Format

e - 9 comor o D pictur . 3 2. -
i Brightness ~ 1§ Compress Pictures p— — — _J) Picture Shape & h Bring to Front .I,:il i_{-:." %.J 169em *
(D contrast ~ g Change Picture wndll |<ndll | gl - & FictureBorder~ 2% Send to Bac |£53)

R = Position Crop Zll6@3em 2
% Recolor = g Reset Picture | ff Picture Effects = - EText Wrapping * Sk~ L hd

Adjust Picture Styles (F] Arrange Size ]
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The Format tab contains all the tools for editing your picture.
» Click the Text Wrapping option in the Arrange group

» Choose the Tight wrapping style

||E Text Wrapping '|
In Line with Text

Square

Tight

Eehind Text

In Front of Text

Top and Bottom

[l (=] [ [ (] (=] R

Through

1]
@ Maore Layout Options...

The text wraps around the picture.

» To adjust the position of the picture, point to the middle and drag it into
place

night, causing them to waste away from lack of rest. Fairies riding domestc
animals, such as cows or pigs or ducks, could cause paralysiz or mysterious
illnesses.

Az a conseguence, practical considerations of
fairies have normally been advice on averting
them. In terms of protective charms, cold iron
is the most familiar, but other things are
regarded as detrimental to the fairies:
wearing clothing inside out, running water,
bells (especially church bells), 5t. John's wort,
and four-leaf clovers, among others. Some
lore is contradictory, such as Rowan treesin
some tales been sacred to the fairies, andin
other tales being protection against them. In Mewfoundland folklore, the most
popular type of fairy protection is bread, varying from stale bread to hard tack or
a slice of fresh home-made bread. The belief that bread has some sort of special

You can make fine adjustments to the picture position using the arrow keys on
the keyboard.

» Move the picture to the middle of the text to see the difference in the layout
» Ensure the picture is still selected

» Click Text Wrapping
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» Choose More Layout Options

The Advanced Layout dialog box is displayed.

Advanced Layout

Picture Position | Text Wrapping

Harizantal
O alignment
O Biook layout

Wertical

O alignment

Options
[ Move object with text
[ Lock anchor

(%) absolute position to the right of

(%) absolute position below

Allow overlap

Layout in table cel

Paragraph w

[ o

]| Caricel |

There are several options relating to the alignment and position of the picture

on the page.

» Click the Text Wrapping tab

Advanced Layout

Picture Position | Text Wrapping |

Wrapping style

() Both sides () Left anly

Distance From text

oo 7]
(T

Sguare Tight Through Top and bottom
Behind text In Front of kext In line with text
“Wrap bexk

) Right only

R

) Largest anly

[ o

l [ Cancel

This allows you to change the text wrapping style plus, depending on the style
you have selected, you can change the space between the text and the picture.

» Click Cancel to close the dialog box

UsingGraphicsWord2007 (190109)
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PICTURE SHAPES

» With the picture selected click Picture Shape in the Picture Styles group

A gallery of shapes is displayed.

4P Picture Shape =

Rectangles
HeLhaGEREE

Basic Shapes
OAROASTGLOOO@®
Gouar Lyropod
O®AHEY -G T3]
0147

Block Arrows
DEGIETFLPRID
€ dwvnpoD » R
Hoa

Equation Shapes

F=R-=E

Flowchart
Oo<cjooldeoay
OnCOANBE E ¢ AVED
QBOoo

Stars and Banners

MRT AR ERHES
o 2% (0 &6 [T 10 QY

Callouts

DO QOO0 A A A0 -

gD AD g

Click on several shapes to see the effect on the picture

» Finally click on the Rectangle shape

ADDING A BORDER AROUND THE PICTURE

» With the picture selected click Picture Border

A colour palette is displayed.

L7 Picture Border~

Theme Colors

Standard Colors

Mo Cutline

=  Weight

z=z= | Dashes

1% | Mare Outline Colars..,

UsingGraphicsWord2007 (190109)
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» Move the insertion point over the colours to see the effect of different
coloured borders on the picture

> Pick a colour

> Click the Picture Border button

» Position the insertion point over Weight

A menu is displayed showing different thicknesses for the line.

= Weight

¥a pt
¥z pt
3 pt
1pt
1% pt
2% pt
3 pt
4% pt
& pt

= Maore Lines...

» Move the insertion point over the lines to see the effect on the border

> Click More Lines

The Format Picture dialog box is displayed.

Format Picture E] E|

Fil Line Style
Line Calar Width: 0.75pt |%
Line Style Compound type:
Shadow
Dash type: E
3-D Format -
Cap type: Sguare |
3-D Rotation
Sicture Join type: Round %
TextE Arrow settings
Eext boxX
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= Width: To specify the width of the line, enter a number in the box.
= Compound type: To apply a style composed of double or triple lines
= Dash type: To apply a style composed of combinations of dashes

= Cap type: To specify the style used for the end of the line
Square: The end of the line is capped with a square shape
Round:  The end of the line is rounded

Flat: The end of the line is flat
= Join type: To specify the style used when two lines connect with each

other

Round: The corners where the two lines intersect are
rounded

Bevel: The corners where the two lines intersect are cut
off at a 45 degree angle

Mitre: The corners where the two lines intersect are
squared off

» Try some of the options for Line Colour and Line Style

> Click Close
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PICTURE STYLES

» Click the More button on the Picture Styles group

i
L

= (= =

More

A gallery of picture styles is displayed.

||

b

— |

b L B L

0ULoL

UN (RN TR Y

(VA YR 'E tH 'Rt

LRy L

» Hover the mouse pointer over several of the styles to see the effect on the
picture

» Choose Soft Edge Oval

Az a consequence, practical considerations of faides have normally been advice on
averting them. In terms of protective charms, cold iron is the most familiar, but
other things are regarded as detrimental to the fairies: wearing clothing inside

out, running water, bells (especially church bells), 5t. John's
wort, and four-leaf clovers, among others. Some

lore is contradictory, ’ such as Rowan trees in

some tales been ' -, _a"' zacred to the fairies,

andin other tales ; being protection

against therm. In ;| ) Mewfoundland folklare,
L ]

the most popular . type of fairy protection
is bread, varying -‘ from stale bread to hard

tack or a slice of . _ fresh home-made bread.
The belief that bread has 4 . e zome sort of special power is
an ancient one. Bread is associated with the home and the
hearth, as well as with industry and the taming of nature, and as such, seems to be
dizliked by some types of fairies. On the other hand, in much of the Celtic folklore,
baked goods are a traditional offering to the folk, as are cream and butter.
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Notice that the text wrapping has changed around the new shape.

» With the picture selected click Picture Effects in the Picture Styles group

|-.- Ficture Effects =

Preset k
hadow »

Reflection 4

o

_— Soft Edges ]

:d Bevel »

,_.; 3-D Rotation »

ki |%I L

» Move the mouse pointer slowly down the list to see the many additional
effects that are available

» Choose one of the Reflection styles
Notice that the text has reformed around the picture’s reflection.

ADJUSTING THE PICTURE SETTINGS

Word includes an option that allows you to recolour the picture. This is
particularly useful if you have a picture that is too dark or you want to ‘age’ a
photograph.

With the picture selected:

» Look at the options in the Adjust group on the ribbon
g Brightness = :j': Compress Pictures
(P Contrast - E‘g Change Picture

%Ric-jl-:ll" *ng Reset Picture
Adjust

» Click Brightness

» Move the mouse pointer slowly down the list to see the effect of the
different brightness levels on the picture
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» Click on 0% (Normal) to ensure no changes have been made to the picture

Repeat the process with the Contrast option ensuring that your final choice is
0% (Normal).

Also try the Recolor option, this time selecting a different colour.
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CLIP ART

A clip is a single media file, including art, sound, animation, or movies.
Obviously sound, animation and movies will not function if you are viewing them
through Word, however, they do work if you preview the document as a Web
page.

You can search for clips by keywords, or narrow your search by specifying the
clip collection(s) you want to explore.

FINDING

» Move the insertion point to anywhere on page 2 of the document

» Select the Insert tab
» Click Clip Art in the Illlustrations group

The Clip Art task pane is displayed.

Clip Art * u
Search For:

Search in:

Al collections w

Results should be:

all media file bypes L

,_3—_| Organize clips. ..
D}j Clip art: on Office Online

I Tips for finding clips
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In the Search for box at the top of the task pane:

» Type pixie

» Click the Go button

The results of the search are displayed as a series of ‘thumbnails’ - miniature

versions of the pictures. You can see there are only two pictures that match
your search criteria.

Clip Art *
Search for:
pixie
Search in:
All collections w

Results should be:

Al media file tvpes w

Lﬂ Organize clips. ..
03. Clip art an ©Ffice Online

I Tips For finding clips

You can narrow the search using the other search options which allow you to
search a particular collection, and/or specify the type of media you are looking
for. Although you are not going to use these options in this exercise, it is a good
idea to have a quick look at them for future reference.
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> Click the Search in box

=
: My Collections
El Office Collections
E|" Web Collections

> Open the Office Collections folder

Searchin:

All collections -

|§|-- Cffice Collections -
-- Academic
Agriculture

-- Animals b
Airts

- astrology
Autoshapes

M) Backgrounds
Euildings

Business

-- Character CDIIE_::I:ILI

1| | »

You can see that there is a very comprehensive list of collections available.
» Close the Office Collections folder

» Click the Search in box again to close it

» Click the Results should be box

You can select the type of media that you want to search for.

Resulks should be:

all rmedia Fil

Clip Art
Photographs
Maovies
Sounds

UsingGraphicsWord2007 (190109) 18 ©De Montfort University, IT Training 2009



» Click the Results should be box again to close it

PREVIEWING AND INSERTING

» Point to one of the Clip Art pictures

Notice that when you point to a thumbnail image, an arrow appears to the right
of the picture.

» Select one of the thumbnails, point at the arrow and click

Clip Art
Search For:

Search in:

All callections w

Results should be:

All media file bypes A

Insert

53 Copy

__‘ Make Available Offline...

r ] Ove 1O LOoNneCLld

Edit Keywaords...

Preview/Properties

The shortcut menu is revealed.
> Select Insert
The image is inserted in the file.

» Choose a Text Wrapping format and apply it to the image (this is the same as
applying wrapping to a picture)
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Click on the centre of the Clip Art object to insert it into your document.

» Position the insertion point in the paragraph at the end of page 2
» Search for a picture of a witch, select one and insert it

» Add Text Wrapping

> Resize it

» Use the options on the Picture Tools Format tab to change the look of your
picture

> Save the document

» Check the document using Print Preview

Your document should look something like the one shown below.

Fairles - Practical belefs and protectian

T fram Wikizezia)

T mmed tn mot offend them could
threshed his com,

industry and the
3==m3 ta be dizhi

but the thresmng contmued
consiuded that

sifering t= the fal,

| e pratotype of tood,
sammaonest protact
it i customary to put

> Close the document
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TEXT BOXES

A text box is a moveable, resizeable container for text or graphics. You can
position it anywhere on the page. Most shapes can also include text. When you
need a text box you can select one from a gallery of built-in text boxes or
shapes.

BUILT-IN TEXT BOXES

» Open a new document
» Click the Insert tab

» Click Text Box in the Text group
A=

Text
Box T

Built-In

i |

Simple Text Box Alphabet Quote Alphabet Sidebar

Annual Quote Annual Sidebar Austere Quote v
Draw Text Box
E Save Selection to Text Box Gallery

» Scroll down the gallery to see what is available

» Choose Alphabet Sidebar
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L 1) b 4

2 {Tvpe rdcharcamen: A fosbarir
o Eandatans mmseeeio the
raaneTen kiaates oty
o snriareghe qree pa gt ar
kacoted orons g or v ttar
A Tt S ToalsSakea changn
e fvmmcing Pt Zideke rirr:
e

T gidnbarconien A Sdnkaris
ool e iashe

=t Tz Fow Tazasza chanar
e e ng g £dwka e
!

The text box is inserted into the page. This type of text box has several uses
such as including the name and address of a company.

> Select the text box

» Type:

De Montfort University
The Gateway
Leicester

LE1 9BH

When you begin to type the sample text is deleted.

When you press the Enter key at the end of each line extra space is

automatically included. If you prefer single line spacing, press Shift+Enter
instead of the Enter key on its own.

» Close the document without saving
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In the next exercise you will insert a Built-in text box and use it to emphasise a
paragraph from the document.

» Open the document called BelievelnFairies

» Position the insertion point towards the bottom of page 2
» Insert the text box called Braces Quote 2

» Reposition the text box if necessary

> Select the box and type: Millers were thought by the Scots to be "no canny"
due to their ability to control the forces of nature.

Your document should look something like this.

compliment. People who saw the fairies were advised not to look closely, because
they resented infringements on their privacy. The need to not offend them could
lead to problems: one farmer found that fairies threshed his corn,
but the threshing continued after all his corn was gone, and he
concluded that they were stealing from his neighbours, leaving him
the choice between offending them, dangerous in itzelf,
and profiting by the theft.

Millers were thought by the Scots to be "no canny” due to their
ability to controlthe forces of nature, such as fire in the kln,
water in the burn, and for being able to set machinery a-whirring.

Superstiious communities sometimes believed
that the miller must be in league with the
eV T Sl fairies. In Scotland fairies were often
Scots to be “no canny” due to mischievous and to be feared. Mo one dared to
) . ) set foot in the mill or kiln at night as it was
their ability to control the known that the fairies brought their corn to be
forces of nature. milled after dark. So long as the locals believed
this then the miller could sleep secure in the
knowledge that his stores were not being

You can, of course, copy text into a text box, but typing the text into this style
of box produces a more pleasing format.

An alternative to using one of the Built-in text boxes is to use a plain one to
‘capture’ text.

» Select the paragraph on the first page beginning The prototype of food.....

> Insert a text box using the Draw Text Box option at the bottom of the Text
box gallery
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Draw Text Box

=]

A text box is created to hold the selected text.

» Make the text box square and position it at the bottom of the page

With the text box selected:
> Click the Format contextual tab on the Text Box Tools

» Choose a 3-D Effect to apply to the text box

@

3-D
Effects =

l &

5] *EE%

Effects = i\}
3-D Effects

> Select the text in the box and choose a different font such as Comic Sans

Your document should look something like this.

offering to the folk, as are cream and butter.

Bells also have an ambizuous role; while
they protect against fairies, the fairies
riding on horseback — such as the fairy
queen — often have bells on their harness.
bread was one of the This may be a distinguishing trait between
commonest protections ogainst the Seelie Court from the Unseelie Court,
such that fairies use them to protect
themselves from more wicked members of
their race. Another ambiguous piece of
folklore revolves about poultry: a cock’s
dry bread in one’s pocket, crow drove away fairies, but other tales
recount fairies keeping poultry.

The prototype of food. and
therefore a symbol of life,

fairies. Before going out into a
fairy-haunted place. it was
customary o put a piece of
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SHAPES

If you would like to use a Shape as a text box you have a wide choice.

The BelievelnFairies document should still be open.

» Position the insertion point at the beginning of the first paragraph on page 1

> Click the Insert tab

» Click Shapes in the Illustrations group

> Select the Heart shape in the Basic Shapes section

» Click and drag the cross hair insertion point to indicate the size of the shape

Y

Shapes

Recently Used Shapes
ExNOoOALL2S G
CARTA I ¢

Lines

SNSNTLTLL T N0 %
Easic Shapes
BEOOUSO®ANOOD
els|s)m IROIeIOLal Ve
C~00a 14

Block Arrows

DA TSR LER LI
€ dwnpoD D [REIEN
Goa

Flowchart
Doy
ODOARNKRBE X & AVED
QEOO

Callouts
I o I O P R
5 AT AT 1D AD AD dO

Stars and Banners
0E 234 Yy B 5 60 6 o TR (1)
ITHERIY

-;1} Mew Drawing Canvas
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1 Wikipedia)

= beings that a person might actually encounter, fairies were
hief and malice. Yome pranks ascribed to them, such as
[=F1 ofizleepers into "Elf-locks™, stealing small items or leading a
f, are generally harmless. But far more dangerous behaviours were
flso attr ed to ﬁil'ies. Ary form of sudden death might stern from a fairy
didnapping, with the apparent corpse being a wooden stand-in with the
appearance ofthe kidnapped persan. Consumption (tuberculosis) was sometimes
blamed on the fairies forcing young men and womento dance at revels every
night, causing them to waste away from lack of rest. Fairies riding domestic
animals, such as cows or pigs or ducks, could cause paralysis or mysterious
illnesses.

The shape appears in front of the text.

» Apply the Tight Text Wrapping format to the shape

(Taken from Wikipedia)

When considered as beings that a person might actually
encounter, fairies were noted for their mischiet and malice.
Some pranks ascribed to them, such as tangling the hair of
sleepers into “Elf-locks", stealing =mall items or leading a traveler
astray, are generally harmless. But far more dangerous behaviours
were also attributed to fairies. Any form of sudden death might stem from a fairy
kidnapping, with the apparent corpse being a wooden stand-in with the
appearance of the kidnapped person. Consumption {tuberculosis) was sometimes
blamed on the fairies forcing young men and women to dance at revels every
night, causing them to waste awav from lack of rest. Fairies riding domestic
animals, such as cows or pigs or ducks, could cause paralysiz or mysterious
illnesses.

To add text:

» Select the shape and click the right mouse button

> Choose Add Text

1 Wikipedia)

Cut

B i o

Lopy
]
Paste
Add Text
Grouping 3
Crder 3

ﬁ, Hyperlink...
Set AutoShape Defaults
¥, Format Autashape...

» Type Fairies were noted for their mischief

» Change the font size to 10
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ADDING PICTURES TO A TEXT BOX

Most of the formatting features that are available with Text boxes are not
available if you choose to insert a picture directly into a document. However,
you can insert a picture into a text box and then use the formatting effects to
make it appear that they have been applied to the picture.

» Position the insertion point at the end of the document
> Insert a text box

> With the insertion point inside the text box insert a Clip Art image of a fairy

o
m T @]
o _/ /,-
:. ‘I.__.r -___/
o -;-‘::_
T \.\ = >
AR S LNy
{
L
o "'\..
II'L
i‘ I Ix l"__

As the picture is inside the text box, when you move the text box the image
moves too.

When you insert a graphic into a text box the size of the graphic is modified to
fit the box. So if you have a very small text box, you get a very small picture.
Although the size of the picture changes, it retains the width/height proportion.

If you change the size of the text box once the picture has been inserted, the
picture is not resized.

Take care when you have a picture within a text box as you need to make sure
you select the correct object (text box or picture) when you want to format it.

Also, if you want to move the text box, make sure you have it selected before
dragging it to a new position. If you select the picture instead you can drag it
out of the text box altogether.
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» Hide the lines around the picture

> Add a 3-D format to the text box

IMPORTANT TO REMEMBER

1. Remember that if you rotate the picture within the text box, the text box
will not turn with it as it is a separate object.

2. If you add a text box to selected text, the text is moved from the document
and placed in the text box. So, if you delete the text box, you delete the
text too.
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LINKING TEXT BOXES

Linking or chaining text boxes is a feature more common when using publishing
software to create a document such as a newsletter.

In Word you can create two or more text boxes and link them together so that
text “flows’ from one to another. The text boxes may be of any size and may be
positioned on the page where required, or on another page if necessary.

» Go to the bottom of the document
> Insert a page break

» Draw two text boxes on the page side by side - you can copy the them if you
need them to be the same size

» Position the insertion point at the top of the document

Instead of typing text into the boxes you will copy the first paragraph at the
beginning of the document. However, you can’t copy a shape (the heart) into a
text box so:

» Delete the shape from the first paragraph
» Select the first paragraph and copy it

» Position the insertion point in the left text box at the bottom of the
document

> Click Paste
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The text box is too small to display all of the copied text.
With the left hand text box selected:
» Click the Format contextual tab

» Click the Create Link button in the Text group

A A3 Text Direction

== Create Link
Drraw
Text Box

Text

» Move the insertion point to the second text box

The pointer changes to a pitcher pouring letters out.

LS ) i
When considered as
beings that a person
might actually
encounter, fairies were
noted for their mischief :.
and malice. Some *
pranks ascribed to
g them, such as tangling -
the hair of sleepers into
“Elf-locks", stealing
small items or leading a
traveler astray, are
generally harmless. But
far more dangerous
behaviours were also

T P TS B S N Y

L ] .

> Click the left mouse button

The link is made and the text is pasted in.

» Adjust the size of the text boxes so that the text is balanced between the
two
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When considered as beings
that a person might actually
encounter, fairies were
noted for their mischief and
malice. Some pranks
ascribed to them, such as
tangling the hair of sleepers
into “Elf-locks™, stealing
small itermns or leading a
traveler astray, are
generally harmless.

But far more dangerous
behaviours were also
attributed to fairies. Any

kidnapping, with the
apparent corpse being a
wooden stand-in with the
appearance of the
kidnapped person.
Consumption (tuberculosis)
was sometimes blamed on
the fairies forcing yvoung
men and womento dance at
revels every night, causing
them to waste away from
lack of rest. Fairies riding
domestic animals, such as
cows or pigs or ducks, could

form of sudden death might
stemn from a fairy

cause paralysis or mysterous
illneszes,

When you look at a linked text box there is no indication that it is linked.
To check if there is a link:
» Point to the border of the right text box

» Click the right mouse button

T kidnapping, with the
apparent corpse being a
wooden stand-in with the
appearance of the
kidnapped person.
Consumpton (tuberculosis)
tangling the hair of sleepers was sometimes blamed on
into "Elf-locks”, stealing the fairies forcing young
small items or leading a i men and women to dance at

‘When considered as beings
that a person might actually
encounter, fairies were
noted for their mischief and
malice. Some pranks
ascribed to them, such as

traveler astray, are revels every night, causing # | Cut
generally harmless. them to waste away from -
But far more dangerous lack of rest. Fairies riding 53 | Copy
behaviours were also domestic animals, such as [, Paste
attributed to faires. Any cows or pigs or ducks, could
form of sudden death might cause paralysis or mysterious Edit Text
stem from a fairy illnesses. .
Grouping k
L 1]
Crder 4

Previous Text Box

U &

Create Text Box Link
5;!) Hyperlink...

Set AutoShape Defaults
% Format Text Box...

If the box is linked there will be an option to go to either the Previous Text Box
or the Next Text Box.

> Save and close the document
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GROUPING SHAPES

When you use several text boxes and shapes together you can group them so
they become one large object instead of a collection of small ones.

» Open a new document

» Using a variety of shapes, draw a snowman similar to the one shown below

To group the shapes:
» Select the body

» Hold the Ctrl key down and click on each of the other shapes one after the
other

When all shapes have been selected:
» Point to the centre of the shapes
» Click the right mouse button

» Select Grouping

» Group

Cut
3 Copy
R | Paste

-

Grouping E Group
Order 3 ::':
e

Set AutoShape Defaults
_&}; Format AutoShape..

UsingGraphicsWord2007 (190109) 32 ©De Montfort University, IT Training 2009



All the shapes are grouped and will move as one if the object is moved.
To ungroup the shapes:

» Point to the object

» Click the right mouse button

» Select Grouping

» Ungroup

USING A TEXT BOX AS A LABEL

You can also use text in a text box to label a picture.

— SNOWMLA N

» Add a text box containing the word ‘snowman’
» From the shapes add an arrow

» If necessary, use the Format contextual tab to modify the arrow
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1. Once the objects are grouped you may find that the text wrapping format is
lost. In this case you will need to add blank lines to the text to make a
space for the grouped objects.

2. Should you need to modify a grouped object you will need to ungroup it
first.

3. To nudge an image or group of objects into place, select the object and use
the arrow keys to gently move it into position.

» Close the document without saving
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THE DRAWING CANVAS

Grouping drawing objects is a useful way of keeping them together so that, if
one moves, they all move. However, if you want to group a graphic and a text
box this feature is not available in Word 2007 (you might have noticed on the
previous exercise). In this situation you can use the Drawing Canvas.

With a drawing canvas you may group any number of drawing objects and
graphics.

A drawing canvas is not automatically inserted into a document when you choose
to insert a shape. But, if you prefer to use it to group objects, it can be set to
appear by default - see page 36.

» Open a new document
» 0On the Insert tab click Shapes in the Illustrations group

» Choose New Drawing Canvas at the bottom of the Shapes gallery

Stars and B-anners
R vy O G g G R IR
1 HRI

“p Mew Drawing Canvas

A drawing canvas is inserted into the document.
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» Insert a Clip Art image of a wizard
> Add a text box label and an arrow
> Include several stars

» Resize the drawing canvas to fit the objects

» Format the drawing canvas with a text wrapping style

» Point to the edge of the canvas and drag it to a new position on the page

All of the objects within it are moved together.

» Click away from the drawing canvas - the outline is hidden

DRAWING CANVAS BY DEFAULT

If you would like a drawing canvas to be inserted into a document automatically
when you choose to insert a shape:

» Click the Office Button

» Click Word Options

» Choose Advanced from the list on the left

In the Editing options section:

» Select Automatically create drawing canvas when inserting AutoShapes
» Click OK

» Close the document without saving
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BORDERS AND SHADING

You can add a border to a page or to text. This is useful if you want to draw a
line underneath a paragraph or enclose a paragraph or title within a border.

You can also use shading to highlight text or fill in the background of a table.

TEXT BORDER

» Open the document called BelievelnFairies
» Select the document heading

» Click the arrow at the side of the Borders button in the Paragraph group of
the Home tab

» Select Borders and Shading

Paragraph Bottom Border
Top Border
Left Border
Right Border
i Mo Border

All Borders

Qutside Borders

& Inside Borders

Inside Horizontal Border

Inside Vertical Border

Haorizantal Line
Draw Table

View Gridlines

i
N
7
|
52
m]

Earders and Shading..
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The Borders and Shading dialog box is displayed

Borders and Shading

Borders | Page Border | Shading

Setting:

H -

Skyle:

Preswiew

Click on

buttons ko apply borders

diagram below or use

D Shadow .
_
Color: i
D 2 Aukamatic vl
width:
r.u Cusktom 1% pt
. Apply to:
|Paragra|:-h v|
opkions. ..
& (o ]

> Ensure the Borders tab is selected

» In the Setting section click Box

» Ensure Paragraph is selected in the Apply to: section

» Click the Shading tab

Presviess

Click on diagram below or use
butbons o apply borders

Apply ko

Paragraph
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> In the Fill section choose a vibrant colour for the background of the border

Shading
Fill

Mo Color [+

Theme Colors

Standard Colors
Hn EEEEN

Mo Color

=l

More Colars...

> Click OK

| Fairies - Practical beliefs and protection

(Taken from Wikipedia)

When considered as beings that a person might actually encounter, fairies were
noted for their mischiet and malice. Some pranks ascribed to them, such as
tangling the hair of sleepers into "Elf-locks™, stealing small items or leading a
traveler astray, are generally harmless. But far more dangerous behaviours were
also attributed to fairies. Any form of sudden death might stem from a fairy

» Add a shaded box border to the paragraph beginning ‘While many
fairies..... ’ on page 2

> Save the document
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PAGE BORDER

You are going to apply a border around the page.

» The file called BelievelnFairies should still be open

» Click the Borders button in the Paragraph group of the Home tab

» Choose Borders and Shading

The Borders and Shading dialog box is displayed.

» Click the Page Border tab

Borders and Shading

Shadow .

Width:
Zuskom 14 pk

E
E
D Color:
5

Ark:

{none)

Harizonkal Line. ..

Aukomatic w

2

Prasigwm

Click on diagram below ar use
buttons to apply borders

Apply to:

‘Whole document v

Options...

oK ][ Cancel l

» In the Setting section, click Box

» In the Style section, scroll down the list and choose a line style

» Click the down arrow next to Color and select a colour from the palette

> Click OK

> Look at the document in Print Preview

> Close Print Preview

» Click Undo to remove the page borders ready for the next exercise
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Graphical page border

As well as various line styles, you can choose a graphical page border.

» Click the Borders button in the Paragraph group of the Home tab
The Borders and Shading dialog box is displayed.

» Click the Page Border tab

» In the Setting section, click Box

» Click the down arrow next to Art to see a selection of graphical styles

> Scroll down the list and choose the cat shape ﬁﬁﬁﬁﬁ

» Click the down arrow next to Color and select a medium grey from the
palette

> Click OK
> Look at the document in Print Preview
> Close Print Preview

> Save and close the document

If you choose a heavy pattern, the page border may appear over the document
text.

Always check this in Print Preview before printing.
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SMARTART

When thinking about using a graphical object to represent information and
ideas, SmartArt can generally be used to represent text and charts for numbers
(taken from Microsoft Help).

CREATING AN ORGANISATION CHART

An organisation chart is one of many different types of SmartArt available within
Word 2007. In this exercise you will create an organisation chart like the one
shown below.

Chief Executive
0)jileT
CEO Personal e
1 | ) 1 1
Production Marketing Finance Maintenance
Manager Manager Manager Manager
“ “
Buver Manufacturing Advertising Chief
¥ Manager Manager Accountant

L Factory
Supervisor

> Open a new document

» Change the orientation of the document to Landscape

SmartArt

» From the Insert tab choose SmartArt from the Illustrations group
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The Choose a SmartArt Graphic dialog box is displayed.

» Choose Hierarchy in the list on the left

Choose a SmartArt Graphic

I Al
£ o | 2
B | |

@

22 Process
2:.3 Cyde . rganization Chart
= a

-
sk Hierarchy
Relationship

€3 Matrix

Organization Chart

£ Pyramid Use to show hierarchical information or
reporting relationships in an
organization. The assistant shape and
the Org Chart hanging layouts are
available with this layout.

L OK J [ Cancel ]

» From the middle section of the dialog box choose Organisation Chart
» Click OK

An organisation chart is inserted ready for you to edit.

Click here to
see the Text
pane

[ Text]§

When creating SmartArt, you have the option of typing text directly into the
chart or you can use a Text Pane to help you to enter and manage the boxes on
the chart.
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» Click the tab to the left of the chart to show the Text pane

Type your text here x

[Text]

- [Text]

[Text]

For this exercise you will type directly into the chart:
» Close the Text pane by clicking the X in the top right hand corner
» Click the Design contextual tab

SmartArt Tools

e =y
-—/ Home Insert Page Layout References Mailings Review View Developer Add-Ins Design Farmat (7]
1[5 Add Bullet ~A Promote O Sle] =2 N

= I - % | mm | =m i

L 2 Rightto Left | & Demote ||| % = = aoa - | =] ——1 e I

Add 1 e | SRS | Change |HNNN NN NN BN || || Reset
Shape ~ S Layout » [ Text Pane ™! || Colars~ 7 || Graphic

Create Graphic Layouts SmartArt Styles Reset

> Select the text box at the top of the graphic
» Type Chief Executive Officer
» Type CEO Personal Assistant in the box below the Chief Executive Officer

> Select the box labelled Chief Executive Officer
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» Click the bottom of the Add Shape button in the Create Graphic group
» Choose Add Assistant

Add
Shape

L Add Shape After

Hj Add Shape Eefore

‘= Add Shape Aboye

! | Add Shape Below

| f Add Assistant |

» Select the new box and type Secretary

Chief Executive
Officer
4 CEQ Personal Secreta
‘i Assistant ~ecretary
|

Microsoft recommends that you create the chart before entering text into the

boxes. To do that would need to draft the chart out on paper before you start
to create it.

However, for this exercise it would be difficult to indicate to you where the

boxes were to be created and which box to type into, because they all look the
same.

> Select the box for Chief Executive Officer
» Click Add Shape

» Click add Shape Below
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» Add text to match the picture below

Chief Executive
Officer

Al CEO Personal Secreta
'l Assistant ~ecretary
| | | |
Production Marketing Finance Maintenance
Manager Manager Manager Manager

» Select the Production Manager

> Add Assistant

You are going to Add Shape Below the Production Manager. To ensure the shape
has the correct layout:

» Click Layout in the Create Graphic group

» Choose Standard

% Layout =

| Standard
Eoth

Left Hanging
Right Hanging

6 g &0 o

» Select the Production Manager
» Add Shape Below

» Add a second shape below the Production Manager

Production
Manager
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> Add text to the boxes to match that shown below

Production
Manager

Manufacturing|

» Select the Manufacturing Manager

You want to change the layout for the next box so that it is Right Hanging.
» Click Layout in the Create Graphic group

» Right Hanging

% Layout =

% Standard

of1 Bath
ﬁ Left Hanging
|?g Right Hanging |

» Add Shape Below

'
Production
Manager

Manufacturing
Manager

> Select the new text box and type Factory Supervisor
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» On your own add relevant shapes to the graphic to produce a completed
hierarchy chart like the one shown below

Chief Executive
Officer

CEOPersonal -
Assistant + aazia

i

Factory

Supervisor

Production Marketlng Finance Maintenance
Manager Manager Manager Manager
Buver Manufacturing Advertising Chief
Y Manager Manager Accountant

Now that you have your finished organisation chart you can try changing the

colours and style
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With the Design tab selected:

» Click Change Colors in the SmartArt Styles group

,.s.-.-.'.!-{‘
Change
Colors =
Primary Theme Colars et
|
| o |
L b ¥ |
Colorful
[<.- ] = [==] ==
| - I || =
R . 1 § | I N . I . L § ¥ |
Accent 1
=3 [ | | [ |
%D | wm] || wm] T .
I N . N N . I . [ ¥ ¥ |
Accent 2 I
[ [ [ | =
%D - - L -
| 0 ¥ | . 1 ¥ | I =
Accent 3
|- = N . . I ¥ | 1§ | - 1L
» Choose a new colour for the chart
Still in the SmartArt Styles group:
» Choose a different style for the chart
Best Match for Document e
] [ | I
i B | n w00 m S
3D
1
e E DN ORRD we e
i e m= e |
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>

Click the Format contextual tab

SmartArt Tools

Design Format

«%2 [} Change Shape ~ &% shape Fill = A Text Fill

Ec
in

=} Shape Effects =
Shapes Shape Styles {F] WordArt Styles

4 Larger = [ shape Outline ~ A A } = gText Outline =
dit = ' =
2.0 &]Smaller T |

&\ Text Effects ~
Pl

| =

Arrange| Size

Try using some of the options:

>

>
>
>

YV VvV VYV V

Change the shape of some of the boxes
Fill the boxes with a different colour using Shape Fill

Add a glow using Shape Effects

Select the box for the Chief Executive Officer and make it bigger by clicking

the Larger button in the Shapes group

Save the document in the Word2007Graphics folder using the name

Organisation Chart

Close the document

Open a new document

Use SmartArt to create the following graphic (it is in the Process group)

Speakto Speak to

designers suppliers sy macesialy

Speak to  Viewfirst Choose final
F' manufacturers designs design

View sample Agree.
i production
& timetable

Use the Format options to change colours and shapes
Choose a different Layout (on the Design tab) for the graphic
Save the document with the name MyChart

Close the document
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CHARTS

In the previous section it was said that while SmartArt is the best way to
represent information and ideas, the best way to portray numerical information
is to use a chart.

LINKING OR EMBEDDING AN OBJECT WITHIN WORD

By linking information across Office applications, you can create sophisticated
documents that include, for example, data from Access, worksheets and charts
from Excel, and slide presentations from PowerPoint.

The term “object’ is used to define the information that is exchanged between
applications.

You can have two sorts of object: linked or embedded.

A ‘linked object’ is an object that is created in one application and inserted in
another while maintaining a connection between the two files.

For example, say you copy an Excel worksheet or chart into a Word file as a
linked object. Any subsequent changes that you make to the worksheet while
working with it in Excel are automatically reflected in the copy of the worksheet
which you have placed in the Word document.

An ‘embedded object’, on the other hand does not change if you modify the
source file. It is a snapshot of data at a specific time and is not updated if any
changes are subsequently made to the worksheet in Excel.
There are three ways to include a chart in a document:

e Insert a chart directly into the page

e Copy a chart from an Excel worksheet - embedding the chart

e Copy a chart from an Excel worksheet and link it so that it can either
automatically update if the source data is modified, or you can choose to
update the link manually.
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INSERTING DIRECTLY INTO A WORD DOCUMENT

If you need to insert a chart into a document but do not have the data already
saved in an Excel workbook, you can create a worksheet directly in the
document.

> Open a new document

> Choose the Insert tab

Chart

» Click the Chart button in the Illustrations group

The Insert Chart dialog box is displayed offering a selection of chart styles to
choose from.

Insert Chart @

S [ 1] o) (89008 88 33

Area

e | ] ] ] 03]

| Stock

Surface Line - - - - ~
Doughnut ‘/'«/' I/ /j \/ y, P/_:,:’. l;:. S --‘..;" &“
e s adjadyanjiaiiiadiae
Radar Pie
Al o] o] ARl [an] [om] v
’ManageTempIahes... ] [ Set as Default Chart ] I QK l ’ Cancel

» Choose the Clustered Column chart in the Column group

> Click OK
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A chart is inserted into the document and Excel is opened to allow you to edit
the sample data to reflect your own requirements.

GRNIRE=A N R RO ARr-S BA|S ) | atioes |- = X | M) O EF Q)¢ Chartin Microsoft Office WordM _ = X
Hom| Inse | Page | Refe | Mail | Revi | View | Deve | Add. | Design | Layout | Format | @ = |H;H Insert | PageLay(l Formulas | Data | Review | View | Develope| @ - & X
L s o | m | oy C:m; |l Ap(E) 5 f.;
Change  save As Switch  Select Edit Refresh | Quick Quick Faste —— i\—- Alignment Number Styles | Cels | &
Chart Type Template || Row/Column Data Data Dats Layout = Styles ~ 3 _I\@l A \ I [ (el |
Type Data Chart Layouts| | Chart Styles Clipboard 5 | Font || H | Edtting | |

[E] e O R O O G R S I TR, | A8 -Q A
= H [ A | 8 | ¢ | b e | F |
2 | 1| Seriesl | Series2  Series3

1 2 category1 23 24 2

: 3 category2 2.5 a4 2

" : 4 Category 3 35 18 3

- 5 Category4 4.5 2.8 H

A i | AN

i Sl 7|

ol 4 izt To resize chart data range, drag lower right corner of range.

3 Ul

5 10

H : AL

o 12 1
- : 13|

| i

= .

2 amson:s omgoryz - — e

3 - Lo

H L]

Bl 18

2 i

N 4

A 2L

=i 2

Z B ’g

. -

B =
He m M4 k] Sheetl /¥ AN |

Section:1  Page:1of1 | Words:0 |\ EEE

Edit the existing data to read as follow:

5 Ready | (3 |

A | B |

C

D

February March

275 245
a2 29
28 23
51 60

1| January
2 Food 250
3 |Gas 42
4 |Electricity 27

5 Petrol 44
| 6 |

As you enter the data the chart is automatically updated to reflect the changes.

=0

-~
300
250
200

- W January .

W February |:

100 W March
L)
0
Food zas Electricity petral
.
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> Close the Excel worksheet
To edit the chart:
> Select the chart

» Click the Design contextual tab

o9 - S Q&) s Chart Tools
Home  Insert  Pagelayout  Formulas  Data  Review  View  Developer | Design  Layout  Format

g = T -
LA U A T Y Y T Y =

ve As
Chart Type Template || Row/Column Data
Type Data Chart Layouts Chart Styles Location

» Choose Edit Data in the Data group
Excel is opened again and you can edit the data if required.

» Change the food for February to £235.00

The chart is updated.

> Close Excel
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Add a title to the chart

With the chart selected:

» Choose the Layout contextual tab

» Click Chart Title in the Labels group

» Choose Above Chart

i

Chart
Title =

Naone
Do not display a chart Title

d
in

Centered Overlay Title
Overlay centered Title on
chart without resizing chart
Above Chart

Cisplay Title at top of chart
area and resize chart

Mare Title Options...

A text place holder is inserted into the chart area.

» Type Expenses

Expenses

| B

To add a title to the vertical axis:

» Click Axis Titles in the Labels group

» Point to the Primary Vertical Axis Title

> Choose Rotated Title

Legend Data
Labels - Table ~

Titles ~ v

Data

ﬂ Primary Horizontal Axis Title » L

im|  Primary Vertical Axis Title 3 |
Fal

None
Do not display an Axis Title

Rotated Title

s
™
"l

chart
Vertical Title

resize chart
Haorizontal Title

chart

Mare Primary Vertical Axis Title Cptions..,

Display Rotated Axis Title and resize

Display Axis Title with vertical text and

Display Axis Title horizontally and resize
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A text place holder is added to the left of the chart

» Type Pounds

The chart should now look similar to this.

Expenses

300

250 4

200
4 W j3nuar
g 150 A v
z W February

100 H March

=

(1]

Food 3z El=ctricity petraol

» Experiment with the Chart Styles (Design contextual tab)
» Change the Chart Type (Design tab) to 3D Cone
» Change the Chart Type to Line

» Close the document without saving
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EMBEDDING USING PASTE SPECIAL

You can copy a chart from an Excel workbook into a Word document. Although
you can edit the chart, it is no longer part of the source file (the Excel
workbook). So, if the source data is edited in Excel, the chart in the document
is not updated.

» Open a new blank document

» Open Excel

» In the Word2007Graphics folder, locate and open the workbook ITBookings
> Select the chart

» Click the Copy button on the Home tab

In the Word document:

» Position the insertion point where you want to place the linked chart

> Click the bottom of the Paste button on the Home tab

(=07

=

|
Click Paste

[ Paste

|5 Paste Special...

» Click Paste Special
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The Paste Special dialog box is displayed.

Paste Special

Notice that the range Source:  Microsoft Cffice Excel Chart
details are included in C:WWord2007Graphics| I TEookings . xlsx 1 Sheet L I[ITEookings. xlsx]Sheetl Ch...
the source information
As:
(%) Paste: Microsoft OFfice Excel Chart Chject
) Paste link: Picture (Windows Metafile)
=" |Bitmap
Picture (Enhanced Mekafile)
Picture (GIF)
Picture (PMNG)
Pickure (JPEG
Microsoft QOFfice Graphic Obi
Result
l Inserts the contents of the Clipboard as shapes.
Ok

l [ Cancel

> Ensure Paste is selected

» Select Microsoft Office Excel Chart Object

Paste Special

Source;  Microsoft Office Excel Chart

fs.

@ Paste;
(") Paste link;:

& Excel Chart Object
ws Metafile)

Micrasaft CfFi
Picture (Wwindo
Bitmap

Picture (Enhanced Metafile)
Picture {GIF)

Picture (PRG)

Picture {JPEG)

Microsoft Office Graphic Object

Ci\Word2007 Graphics\ITBookings. xlsx 1Sheet 1 I[ITBookings, xlsx]sheet1 Ch...

[ pisplay as icon

Result

E

Microsoft Office Excel Chart,

Inserts the contents of the Clipboard into wour document so that wou can edit it using

oK l l Cancel

» Click OK
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The chart is pasted into the document.

IT Course bookings
20
g
15
£
2
F
§ =
= B Abzentees
Waord F'J'tPags LOBzE
Course thtle

To edit the chart:

> Double click the chart to select it

g

IT Course bookings

Murnber of dekegates
5

Whord FrontFage DOESE

Course title

4 4 » »| Chartl / Sheetl . Sheet? - Sheet3 M

Now you can see separate sheets representing the Excel workbook.

The Word ribbon is replaced with the Excel ribbon offering the usual editing and
formatting tools.

HO-c-SA&)F Chart Tools
Home Insert Page Layout Formulas Data Review View Developer Design Layout Format @

L 1 || §=insert E- Ay ﬁ
= o 7] g 5
55| 2 80| e - || @ ZU

[ N | —
j ® || catiori pody) 10~ || AT A7|||]

Paste B I U - - A== =EE A Gl op 9 |58 ;08| Conditional Format — Cell ? Sort & Find &
i ] ‘ U o[ & A = 1 | =2 8 5% Formatting - as Table - Styles - || Bl Format = || &2~ Figrer~ Selec~
Clipboard ™ Font T Alignment [= Mumber I Styles Cells Editing |
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» Click Sheetl to see the data and make changes

A B C D E 3 G 'i‘

1 Word FrontPsge Accesz
2 |Bookings 18 11 14
3 | Rezerves 9 2 5
: Abzentes ZI l.l 1 1
£

; 7 IT Course bookings /
10 g s
11 i
12 e
13 T " 520
14 £ s
M 4+ M| Chartl | Sheetl Sheﬂ L I 3

» Change the data in cell D3 to 7

The chart in the worksheet in updated.

» Select Chartl (the sheet containing the chart)

» Click away from the chart to de-select it

The chart in the document is updated to reflect the change in the data.

» Close the document without saving

LINKING WITH AN AUTOMATIC LINK

When an object (the chart) is linked, it can be updated automatically when the
source data (in the Excel workbook) is modified. A link to the source data is
stored within the document and a representation of the data is shown. Use
linked objects if the size of the Word document has to be considered.

If you move, rename, or delete the data source, the link may be broken.

» Open a new blank document
» Switch to the ITBookings workbook which should still be open
» Select the chart

» Click the Copy button on the Home tab
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In the Word document:

» Position the insertion point where you want to place the linked chart

> Click the bottom of the Paste button on the Home tab
» Click Paste Special

The Paste Special dialog box is displayed.
» Select the Paste Link option

» Select Microsoft Office Excel Chart Object

Paste Special

Source;  Microsoft OFfice Excel Chart

as!

Microsoft Office Excel Chart Object
Picture (Windows Metafile)
Bitmap

Microsoft Office Graphic Object

(:} Paste:
@F

Result

-2}

Inserts the contents of the Cliphboard as a picture.

in your document.

C\Word2007iEraphics\ITBookings  xlsx ! Sheet 1 [ ITBookings. xlsx]Sheetl Ch...

[] Display as icon

Paste Link creates a shortcut to the source File, Changes to the source File will be reflected

Ok

l l Cancel

» Click OK
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The chart is inserted in the Word document.

IT Course bookings

[
om0

Number of de legates

o
(RN S ¥

Wword FrontPage ACLezx

Coursetitle

> Close Excel

Next you will check that the link works by making a change to the data in the
worksheet.

» Double click the chart

Excel is automatically opened along with the related workbook.
» Change the data in C3 (FrontPage Reserves) to 42

» Save and close the workbook

> Return to the Word file
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Can you see the change you made?

IT Course bookings

O
Wt oo

Number of de legates

FronmtPags Arces

Coursetltle

If not, you will need to manually update the link.

> Do not close the document

UPDATING LINKS

Word can update links either automatically or manually. Automatic update is
the default.

With automatic links, Word updates the links whenever you open the file
containing the link and whenever the source information changes while the Word
document is open.

» Click the Office Button
» Point to Prepare

> Scroll down the list and select Edit Links to Files
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Hew as Title, Author, and Keywords.

Inspect Document

Check the document for hidden metadata

Open or personal infarmation,

Encrypt Document

Increase the security of the document by
adding encryption.

Save

T L@

Bestrict Permission

Grant people access while restricting their
ability to edit, copy, and print,

Save As

A
b
J o B

Add a Digital Signature

Ensure the integrity of the document by
adding an invisible digital signature,

Print 4

Sl

Let readers know the document is final and

[ ﬂ
Prepare  k Mark as Final
I

= a make it read-only.
‘.Q Send 4
E ﬁ Run Compatibility Checlker
- 5 Check for features not supported by earlier
S Publish * versions of Ward.
_L‘l Edit Links to Files
Lo Close |_5-P View and edit content in the document

that is linked to an external source,

21 Ward Options || X Exit Word

The Links dialog box is displayed.

Source file Item Tvpe Update

Auto

Update Mow
Qpen Source

Change Source. ..

Break Link

Source information for selected link,

Source file:  CiWwhordZ007Intermediatel ITBookings. xlsx
Itern in file:  Sheetl![ITBookings. xlsx]Shestl Chart 1
Link type:  Microsoft Office Excel 97-2003 Workshest

Update method For selected link
(®) Automatic update
) Manual update

[ Locked

Automatic
update

COptions For selected link

814 ] [ Cancel

This dialog box displays all of the links in the active Word document. As you can
see, this document has only one listed and it will be automatically updated if
the Excel chart is changed.
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If you would prefer to update the links yourself:

» Select Manual update

» Click OK

Test the manual link:

» Double click the chart to open the workbook in Excel
» Change the data in cell C3 to 2

» Click Save and then exit Excel

The chart should not have updated.

To update the link, either:

» Click the Office Button

» Prepare

» Edit Links and Files

» Click Update Now

» Click OK

The chart is updated.

or

» Point to the chart and click the right mouse button

» Choose Update Link

e

Cut
Copy

Paste

L Ce i

Update Link

Linked Warksheet Obhject »
Hyperlink...

Insert Caption..

EBorders and Shading...
Eormat Ohject...

& O (= @

The chart is updated.
» Close the document without saving

> Close Word
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