Using Templates in Microsoft word.
All templates in Word are in tables that are programmed not to change their size.  Which means that graphics will try and autofit to it, but you may need to do minimal resizing.  The text is set at an average size but can be changed using the font formatting tools.

Below you will find tips and trick for dealing with graphics in these templates.  Note these are only for working with graphics within tables in Microsoft Word.

Working with Graphics and Tables:

Essentials:

1. Make sure the graphics are inserting as “In line with text”. This forces the graphic to insert in the table cell that is selected and forces it to manageably resize.
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b. CLICK the [image: image3.png]Edit



 tab 

c. Make sure The Insert /paste pictures as: says In line with text.[image: image4.png]Insertfpaste pictures as:

e with text




, Click OK

2. Make sure the following toolbars are LOADED (They are loaded if there is a check by them). [image: image5.bmp]([image: image6.png]Toolbars
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3. This is what the toolbars look like
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Inserting Clip Art[image: image1.png]Tools




1. Open the template you want to work in.

2. Drop the cursor in the table cell you want to insert the graphic in. 
3. There are 3 different ways to start inserting a graphic. (choose 1() 

	3 Different Ways to Add:

	[image: image12.bmp]on the 

PICTURE TOOLBAR
	[image: image13.bmp] on the 

DRAWING TOOLBAR
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4. Maneuver to where the clip art is stored.  Find the specific graphic you want and Insert.
5. The graphic should go where the cursor was dropped and resize to a manageable range

6. [image: image24.png]
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 If the graphic seems to have a bit of overhang. Click hold and drag a handle to fit in the cell 
	Other Favorite Tweaks to Graphics

	TRANSPARENCY
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Found on the PICTURE TOOLBAR
	Especially when a color is added to the background of a cell (see below) It may look better to get rid of the WHITE space around a graphic.

	
	1. Click the graphic

[image: image18.png]



2. Click [image: image19.bmp] tool
	Place the tip of the tool on the white space and CLICK
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Wah-Lah!

	Adding Color to the background of a cell in a table.

(The BRAIN LOVES Color)
	1. Select the cells to be shaded. (if the graphic gets selected instead, just arrow key left or right once.
2. On the TABLES and BORDERS Toolbar click the down arrow on the Paint Bucket [image: image21.png]



3. Drag to choose a color (you may want to go to More Colors to find the one you want.)
4. Tip: If all the cells are going to be the same color…save toner and time and print on colored card stack instead of coloring cells.


	Changing the Text
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Use the formatting Toolbar to change any text to fit.



	WordArt

[image: image23.bmp]
	This can be found on the Drawing toolbar.  WordArt can add a little flare to your activity.  Just be cautious of readability.  To learn More about the ins and out of WordArt refer to the Handout titled Using WordArt




