Using Microsoft Word 2010 Working With Objects

@ Using Microsoft Word

Working With Objects

Many Word documents will require elements that were created in
programs other than Word, such as the picture to the right. Non-
text elements in a document are referred to as Objects and
usually come from another program. Though some objects,
such as WordArt and drawing shapes can be created from
within Word. Like many Windows programs, Word uses a
feature called Object Linking and Embedding (OLE). This means that
with Word it is possible to place items from another program —
in a Word document. This can mean that an independent copy

of the external object is in the document (embedding). It can also mean that a linked version is
placed in the document (linking) which will update if the original is changed. Some of the different
types of objects that may be used in a Word document include:

e Scanned photos or photos from a digital camera

e Graphics copied from a web page

e Clip Art images

e Graphs or tables from a spreadsheet program such as Excel
e WordArt

e Charts and diagrams from design programs

e Text copied from other sources — although text that is brought in to Word is treated as normal
text rather than an object it can still be imported using similar methods

e Drawing shapes such as rectangles and ovals

In the following exercises we will create a document entirely from sources outside of Word,
including imported text and other objects.

In earlier versions of Word, most drawing objects were found on the Drawing Toolbar. In Word 2007
and 2010, these options have been neatly arranged under the Insert tab on the ribbon for easy access
without the need to open a separate toolbar.
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Using Microsoft Word 2010

WordArt

Working With Objects

WordArt uses a feature common to many Microsoft Office applications so that it will work the same
in other applications such as Excel and PowerPoint. It allows you to create decorative text to be used
for headings and to emphasise certain parts of a document. Once you have created WordArt, it is

treated as an object within the document.

Tip Like all good things, WordArt is most effective when it's not used too much. Don’t use it too

many times in the one document.

Exercise 1. Creating a Heading Using WordArt
1) Create a new blank Word document.
2) From the Insert click the WordArt icon.

A list of text styles for your WordArt appears below the icon.
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Using Microsoft Word 2010 Working With Objects

4) In the Text box type Australian States. You can use the options on the Home tab to change the
font as you would in a document.

5) Click outside the WordArt box when done.
Your completed WordArt will appear at the top of the page.

iﬂ! ﬂ HE“H‘F‘iHﬂﬁﬁ %‘H“i‘i‘ﬁf‘

6) Click on the WordArt to select it.
A Format tab will appear in a new Drawing Tools group on the ribbon.

| orawing ook |

Format

7) Make sure the Format tab is selected. A number of options for customising your WordArt will
appear beneath the tab on the ribbon.

8) Select the text within the WordArt box. The text needs to be selected before custom formatting
options may be applied.

9) Locate the WordArt styles box on the ribbon. Move your mouse over the different styles shown.
As you move your mouse over them your text on the page will change to show how it would look

with each style.
I}EX l,u"fl,i -
F ‘-' ."_L'. '; =

10) Click the More button ™ to see additional styles. You can click on one if you would like to
change the style you have selected.

Tip If you have only part of the text selected, your chosen style will only be applied to the
selected text. This allows you to have different WordArt styles applied to different parts of
the same text. In older versions of Word, you could only apply WordArt to a whole text
block.

| .

1AL tcr:aﬂuan] ' {

11) Click on the arrow next to the Text Fill icon. a Ty

12) Move your mouse over the different colours to see how your selected WordArt text would look
with each colour and change the colour if you see one you prefer.
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13) Click on the arrow next to the Text Outline icon. = '[«}
14) Move your mouse over the different colours to see how they would look on your selected text.

15) Click on the arrow next to the Text Effects icon. Ts
16) Try out some of the Text Effect options on your selected text.
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17) Save the document as Objects Practice and leave it open.

|
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Importing Text
Text from another program can be imported in a number of ways.

e You can drag selected text from another program

Bicture 3
window to your Word document window. % Degam..
e You can copy selected text in another program and then |J = |
paste it in Word. ot R

e You can go to the insert tab, click the "2 Obiect ~ jcon

and then select =3 Textfrom File.. jf you want to insert the entire contents of
a file in to your document.

Whichever method you use the end result will be the same. The text you import will become a part of
your document and can be easily edited the same as the rest of your document.

Note If the selected text and the imported document includes other objects, such as pictures,
they may be imported as well. If the spelling and grammar checker detects possible errors
in the imported text, these will be highlighted in the normal way.

Exercise 2. Copying Text from a Web Page

The document we’re going to open is an HTML (used for web pages) document. This means that

instead of opening it in Word you need to open it in a web browser such as Microsoft Internet
Explorer or Mozilla Firefox.

. SE et~
a [ EAword Tutorials\Exercise Files\australia_info.htm p£-ex| My & WA A

[ & A about Austraia L bl [ roriic/eercise Files/australia info.bmi

5 %3 SPIFv @ Suggested Sites v () Get More Add-ons = (3| Belridge Intranet | DET Portal B Most Visited % Getting Staried B8

All About Australia . All About Australia ;

Australia's biggest attraction is its natural beauty. The landscape varies from endless Ausgalﬂadshblggest atttrzct\om ‘ts ts m?tura\fbea%tty. Tpi Iandst;apeg/ar\es frorg er;tdlesds '
sunbaked horizons to dense tropical rainforest to chilly southern beaches. Scattered along fhun 2 et otrlzotns %‘ er;seEroplca rain tor:es 0 Cl f‘ 1y Sr?u derfm ;acthes.\ gab er}fl a Oan
the coasts, its cities blend a European enthusiasm for art and food with a laid-back love of € coasts, Its cities blend a European entnusiasm for art and food with a laid-back love o
sport and the outdoors. sport and the outdoors.

Visitors expecting to see an opera in Sydney one night and meet Crocodile Dundee the
next will have to re-think their grasp of geography in this huge country. It is this sheer
vastness that gives Australia - and its diverse population - much of its character.

Visitors expecting to see an opera in Sydney one night and meet Crocodile Dundee the
next will have to re-think their grasp of geography in this huge country. It is this sheer
vastness that gives Australia - and its diverse population - much of its character.

In cities, visitors will experience a blur of fashion-festooned boutiques and plate-clattering

In cities, visitors will experience a blur of fashion-festooned boutiques and plate-clattering restaurants, then lose themselves in a long fluid moment inside a beer or wine glass. In the

restaurants, then lose themselves in a long fluid moment inside a beer or wine glass. In interior, they might be harangued by the thump of rocks under their 4WD, only to be

the interior, they might be harangued by the thump of rocks under their 4WD, only to be transfixed by a slow, silent swirl of outback dust. Around the coast, they'll take an endless

transfixed by a slow, silent swirl of outback dust Around the coast, they'll take an endless = hreath in the denths of 2 rainfarest then slowly realise they have an entire heach to
Internet Explorer Mozilla Firefox
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1) Inyour exercise files, locate the HTML file called australia_info and double click it. This should
open the file in your default web browser. If it doesn’t you may need to open your web browser
and then use the File, Open menu command to open the file. The HTML document should look
similar to the example shown on the previous page.

2) Select all of the text from Australia's biggest attraction to the end of the document (Member of
EU: No).

ith a laid-back love of sport and the outdoors.

q g‘] Dane J My Computer

3) You can copy the text using any of the normal methods. I.e. [Ctrl] [C], Right click and select Copy
or go to the Edit menu and select Copy. Use any one of these methods to copy the selected text
from the Web page to the Windows Clipboard.

4) Now switch to your Objects Practice document that you created before.

Tip You can hold down the [Alf] key and press [Tab] to switch between open programs and
windows.

5) Place the insertion point just after the WordArt heading you created. If there are no blank lines
below the WordArt you can Double-click to place the insertion point where you want it, even if
there were no blank lines at that point.

6) Paste to insert the copied text.

A Smart Tag may appear at the end of the pasted text. You can click it to view a list of options.
Usually the formatting from the original document (in this case the HTML document) will be
brought in to your word document, but you may use these options to either get rid of the imported
formatting, or change it to match existing formatting in your Word document. For now we’ll keep
the imported formatting as it is so don’t change any of the options.

USA.EU

Member of EU: No
= (Ctrl) =
Paste Options:
| % A

Set Default Paste...
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Importing Graphics

Graphics can be imported from a number of sources. In some cases, graphics may be imported
automatically if they’re a part of text that has been imported. You can also manually copy a picture
from another application or insert a picture directly in to a Word document.

Exercise 3. Inserting a Picture

1) Switch back to the HTML document you just copied the text from.

2) Right click on the map of Australia picture that is _
at the top of the page. wa

3) Select the web browser’s Copy Image option.

4) Switch back to your Word document.

&

View Image

Copy Image I}

Cepy Image Location

5) Place the insertion point at the bottom of the
page, below the last line of text.

Save Image As...

6) Use the Paste command to place the copied
picture in that position. Don’t worry if the picture
won'’t fit on the page.

Send Image...
Set As Desktop Background...

View Image Info

Now we’ll try adding the picture a different way.
7) Click on the picture in your Word document to select it and then press [Del] to delete it.

8) From the Insert tab, click on the Picture icon. .
9) In the Insert Picture dialog, browse to your exercise files folder and double click the Bicture
Australia.qgif file to insert it, like in the example below.
[ @ Insert Picture @
@-\;‘;v| . < Word Tutorials » Exercise Files v | 4f| | Search P
By Organize ~ := Views ~ W New Folder
Faveorite Links MName ° Date taken Tags Size
B Documents ™ australia.gif L\\} 5K
&= Recent Places
Ml Desktop
& Computer
J Pictures
|| Music
& Recently Changed
I5 Searches
J Public
Folders Ll T | r
File name: - [NI Pictures {".emf:” wmf " jpa: 'l
Tools - [ Insert |V] [ Cancel ]
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w Exercise 4. Changing Text Wrapping and Moving a Picture

1) Click on the picture to select it if it is not already selected. You will notice the selection handles
surrounding it. You would have seen similar selection handles when your WordArt was selected.
The Picture Tools Format tab will also appear on the ribbon.

e
0
oF
Selection handles
5'3}‘1
o 0 ll 0

2) Click on the Picture Tools Format tab to select it if it is not already selected.

Format

3) Right click on the selected picture and select % Fermat Picture.. oy can also click on the Format
Shape icon to display the same options.

L’ Picture Border - 7] m h Bring Forward |= align - E

O IR -
‘ d IEl ~ | wdl Picture Effects = -1 5end Backward % Group
Position Wrap

= % Picture Layout = - Teut = % Selection Pane S Rotate -
Picture Styles | Arrange
g

I3 1+ 41+ 5 1B F 1 B8 1 Format Shape

Show the Format Shape dialog
box,
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These options allow you to change many things about the way the picture looks on the page, such as
the size of the picture and how it will be arranged in a text document. Many of these options are also
available on the ribbon.

Format Picture Iilé]

Fill

Working With Objects

Picture Corrections

Line Colar

Line Style Presets: L“g -

Shadaw Soften Sharpen -
r/} 0%% =

Reflection

Sharpen and Soften

Brightness and Contrast

Presets:

Brightness:

Glow and Soft Edges

3-D Format

L1

3-D Rotation 0%

[ 0%

£

Picture Corrections l Contrast: U

Picture Color

=

Artistic Effects
Crop

Text Box

Alt Text

4) Click on Close to exit the Format Picture options.

Now we are going to look at the text wrapping options. Text wrapping refers to the way a picture fits
in with text in the page. The picture can be set so that text flows or wraps around the image. ﬂ

Wrap
Text -

5) From the Picture Tools Format tab, click the Wrap Text icon (you can also right click on the
picture and choose M Wrap Text | A [ist of text wrapping options appears.

6) Choose the g sauare option. This will mean that text will flow around the picture when the
picture is moved over text (If the picture vanishes, it may have just been re-positioned further up
the document).

While text is wrapping around a picture, your selection handles will be white. This is a visual cue
Word gives to indicate that the selected object has text wrapping options activated instead of being in
line with the text on the page. The selection handles are black for inline objects. To see the effect of
the text wrapping we’ll move the object so that it overlaps text.
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7) Drag the picture to a position half way up the page on the right side as shown on the next page.
While you are dragging, you will see a semi-transparent version of the picture.

K A | Australian States

1 Australia's biggest attraction is its natural beauty.
The landscape varies fmm t:ndlcss sur.ba.kcd

o

c1tlcsblcnd 3 Eu:o:;ean enthuslasmio: ag at‘d food

with alaid-back love of sport and theutdoot .

interior, thf',‘y mightbe harangued by the thump of rocks under their 47 D onl tog
transfixed by a slow, silent swirl of outback dust. Around the coast The al mke an Sdle
Tip Like tab stops, pictures will often move in intervals when you drag or resize them which
can make it hard to place them exactly where you want them. Holding down [Alt] while you
drag makes it move with your mouse rather than in steps so you can position more
precisely.

8) When the image is in the right position, release your mouse and the picture will be moved to that
location. You should see the text wrapping around the picture instead of being covered up by it.

9) Click the Text Wrapping icon on the ribbon. A menu of wrapping options will appear.
10) Choose the— I] Edit Wrap Points option near the bottom.

This option allows you to adjust the invisible border that determines where text comes to. Normally
this would be a rectangular area around the picture.

Once you have selected the Edit Wrap Points option, you will notice a thin red line around the edge
of the picture. This line indicates the boundary that any wrapping text will follow.
11) Click on a section of the red line and ““d“}“"“ e
then drag to create a new pointon the S ¢nat
line as shown to the left. Continue to ﬂs/ '
shape the line until it follows the edge 7
of Australia as shown in the example
to the right. The text will follow the "\

new border without leaving the W~
dditional blank space around the o
a. kdust. Around the
p|CtU re. rainforest, thenslowly \! |
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Take a look at the example to the right. Because of the way the
points have been edited, we see text wrapping around both sides ¢
the image. Having a couple of lonely words on the right side [ *
the image doesn’t look too good but you can edit the .
wrapping options to make text appear on only one side

of an object. \

Py
el

wrap
of
of

i

12) Make sure your picture is still selected and click on
the Wrap Text icon.

13) Select More Layout Options... from the bottom of the
list. The following dialog box will appear.

Layout 2
Text Wrapping Size
Wrapping style
In line with text Sguare Tight Through Top and battom
Behind text In front of text
Wrap text
(7} Both sides @ LeF’tunIy ™ Right anly (70 Largest anly

Distance from text

Top 0cm = Left |0.32cm

LLANIE] L

Bottom |0 cm = Right |0.32 cm

14) Under the Wrap text heading in the middle, select the Left only option and click OK.

15) Once you are satisfied with the text wrapping border, click anywhere off the picture to de-select
it and save the changes to the document.

Note  This is an example of object embedding.
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Exercise 5. Importing From Another Program

Importing objects from other programs is similar to importing text or a picture. In this vl
example, we will import a table and a graph from an Excel spreadsheet. You can either insert |£%-
the whole file from the Insert menu, or you can be a little more selective as we are about to do.

1) Start Microsoft Excel.

2) Opening a file in Excel is the same as opening a file in Word. Once Excel has begun, open the file
called States & Cities.

3) Select the table of state sizes and city populations by dragging over the cells as shown on the
following page.

20R x 2C - J | Land Area
A B E D E F G H | J K
1 Land Area
2 |Western Australia 2.526.786.0
3 |Queensland 1,723,936.0 States Land Area
4 |Morthern Territory 1.335,742.0
5 |South Australia 978.810.0
6 |New South Wales 800,628.0 3.000.000.0
7 |Victoria 227.010.0 B —
8 |Tasmania 64.519.0 S
9 [Australian Capital Territory 2,358.0 2.500.000.0 +
10 [Total 76597890
2,000,000.0
12 [Sydney 3,736.7 1,723,936.0
13 [Melbourne 3,197.8 ]
14 |Brisbane 14544 1.500,000.0 —
15 |Perth 1,238.8
16 |Adelaide 1,075.1 972 810.0
17 |Canberra 300.5 1.000,000.0 Tl 200 628.0
18 |Hobart 194 2
19 |Darwin 781
20 [Total T 11.276.6 500,0000 ~ | F—
21 64,519.0 , 4
= 0o [] e
m p=) o w m m ™
25 E g e E- = g o8
26 = E £ < 3 = Z=
] @ = @ [y
27 7 £ @ : z
28 = = z I
29

4) Copy the selected cells (the same way you could copy selected text in Word).
5) Switch to your Word document and place you insertion point at the end of the document.

6) Press [Ctrl] [Enter] to place a page break. You can also select the Page Layout tab, click the
"= Breaks  jcon and then select Page.

At this point we could paste normally and the cells would be inserted (&, () =
as a Word table. A smart tag on the pasted table would allow you to | __._ Options:
choose whether the format of the original table would be retained and = | = = = = =
whether the data would be linked to the Excel file. Instead we are | Z# =z = & A
going to paste the selected table as an Excel spreadsheet object in the Set Default Paste...
document.
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7) From the Home tab, click the arrow under the Paste icon. A selection of Paste options will appear.

File Hame Insert

j : F"" Calibr
B

L]

o
f

| | anrmat Painter
%

ste Dptlo-n 5

2 (A

" zuj

E%_E_III
gl

Paste Special...
Set Default Paste...

8) Select the Paste Special option.

Paste Special I.ilﬁ

Source: Microsoft Excel Warksheet
Sheetl!R1C1:R20C2

As:

() Paste: . | [[] Display as icon
= . |Formatted Text (RTF)
Ep— Unformatted Text

Picture (Windows Metafile)
Bitmap

Word Hyperlink

HTML Format

Unformatted Unicode Text

Result

Inserts the contents of the Clipboard as a picture.

o
@ @ Paste Link creates a shortout to the source file, Changes to the source file will be reflected
in your document.

9) On the left side select the Paste link option so that the pasted table will be linked to the Excel file.
Any changes to the table in Excel will update the copy in your Word document.

10) In the list, select Microsoft Excel Worksheet Object as shown above and click OK. The table will be
pasted in the Word document.

11) Click on the table and it will become selected as an object in the document. This means that you
could apply object options such as resizing and text wrapping (many of those options become
available if you right click on the table and select % Eormat Object...
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and the Excel spreadsheet file. We’ll leave those options for now

Working With Objects

12) Right-click on the table. You will notice some options that relate to the link between the table

Vic toria 2270100
. L N
Tasm ania 64512l 888 em I Lh L5
Australian Capital Temitory 23— essm & b
Total Te5OT7EYU
City Population 1994 (000s) [SVIE
Sydney 371 c
Melbourne 3.1¢ 2 Loy
Brisbane 1,44 Paste Options:
Perth 1.2 @ e
Adelaide 1,07 _
Canberra a( 3! Update Link
Hobart 1¢ Linked Worksheet ije%* Edit Link
Darwin g . i
— — Ej @ Hyperlink... Open Link
ola ey
. - @| Insert Caption... Conyert...
Q Borders and Shading... &9 | Links...
%, Format Object...
13) Change back to the Excel file and click on the graph to select it.
[ | |
1.723.936.0 States Land Area
13357420
9756.810.0
300.625.0 3.000.000.0
227.010.0 i
645190 B Z|526,786.0
Teritory | 2.358.0 2.500.000.0 1
7659739.0
2.000.000.0 -
3.736.7 1,723,936.0
31978 ]
1,454 4 1.500.000.0 - 3357420
1.238.8 . a
3005 1.000.000.0 —
194 2
751 B
11.276 6 300.000.01 ] 927,010.0
I_I 64,519.0 23580
0.0 N — T — 1 —
S
= s = R s 8%
o [=] j‘__’ =] -
2 5 8 g
z z =
| | |

14) When the graph is selected as shown above, copy it using the usual Copy command and change

back to your Word document.

15) When you are back in your Word document, paste the copied graph in to your document after the

table. A Smart Tag will appear.
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16) Click on the Smart Tag to see a list of options.

Working With Objects

R (Ctrl) ~
17) Select the Keep Source Formatting & Link Data option (the 4™ option) so

. . .. . Paste Options:
that the graph will change if the original file is changed. o 2

oy g () ey
4 2|52 |

Set Default Paste...

18) Time to test what you’ve learned. Change the text wrapping options
for the chart to Tight using any method.

19) Re-size the chart and position it to the right of the table so that it looks like the example below.

I i
Westem Australia 25267860 States Land Area

Quesnsland 1,723,936.0 .

Morthemn Territory 1.335,742.0

South Australia 978.810.0 U _

Mew South Wales gooe28.0 |

Victoria 2270100 2 5o n

Tasmania 645120 | 383

Australian Capital Territary 2.358.0

Total 76597590 ] g
LR

Sydney 37367 —

Melbourne 31978 0.0 — —

Brishane 1454 4 e
Perth 12388 - m'—'_
Adelaide 1,076.1 : : £ % . I & 2
Canberra 300.5 = . & % E * 3 ©°3%
Hobart 194 2 - = z = -
Darwin 78.1 £ : - 2
Total 11,276.6 .

20) Save the changes to the document and leave it open for the next exercise.

Note

Now that you have information in your document that is linked to an external file, each time

you open the document you will get a prompt like the following. The graph and the table
are both examples of object linking. Now you have tried both Object Linking and

Embedding (OLE).

Microsoft Word

S5

Show Help ==

Yes

Mo ] [ Help

l b This document contains links that may refer to other files. Do you want to update this document with the data from the linked files?

© Steve O’Neil 2005
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Exercise 6. Inserting Clip Artin a Document

Clip Art is a collection of artwork suited for a variety of topics, which can be easily included in a
document. Many Clip Art images can be included when Microsoft Word is installed on your
computer. Many more are available online to be downloaded when needed and added to your
personal Clip Art collection. Once inserted in a document, Clip Art can be manipulated and
positioned just as other pictures. Some types of Clip Art can be manipulated further, allowing you to

modify small parts of the image. jil
1) Scroll to the top of your document and place the insertion point at the beginning of the first Clip
paragraph (Australia's biggest attraction). Art
2) From the Insert tab, click on the Clip Art icon. 8l A Clip Art task C"P’*“fo. X
pane like the one shown to the right will appear on the side of your | “oenrrsn —
screen. Results should be:
All media file types E}

From here you can search through the Clip Art that iS ON YOUr | 5 i offce.com conont
computer, or search online for additional clips.

3) In the Search for box, type Australian Flag.

. . . Ny »
4) Click Go to begin searching. WW
| X =
If your search produces any results, a small version of each image will ¥

appear in the blank section of the task pane. If there are no images on
your computer that match the search criteria, the blank section may
show No results found above the box. If this happens, or if there are no =
results you like, you may be better off searching for Clip Art online.

Note  You can click on the link at the bottom that says & Find more at Office.com v qur web browser
will open and go straight to the Clip art online page. This page works with all recent
versions of Word and with most modern web browsers such as Microsoft Internet Explorer
or Mozilla Firefox.

oo Office ls) bing

home products support ¥ images templates downloads more ¥

A A
7T o
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5) Select one of the images that has appeared in the results and click to insert it.

6) Resize, move the picture and use wrapping options so that it is positioned like the example below
(yours may look a little different if you have selected a different flag picture).

Australign States

Australia's biggest attraction is its natural beauty. The landscape varies
from endless sunbaked horizons to dense tropical rainforest to chilly
southernbeaches. Scattered along the coasts, its cities blend a
European enthusiasm for art and food with a laid-back love of sport
and the outdoors.

Visitors expecting to see an opera in Sydney one nightand
meet Crocodile Dundee the next will have to re-think their
grasp of geography in this huge country. It is this
sheervastness that gives Australia- and its diverse
population - much of its character.

In cities, visitors will experience a blur of fashion-
festooned boutiques and plate-clattering restaurants, then
lose themselvesin a long fluid moment inside a beer or wine glass. In the
interior, they mightbe harangued by the thump of rocks under their 4WD, only
to be transfixed by a slow, silent swirl of outbackdust. Around the coast, they'll '

| take an endless breath in the denths of a rainforest. then slowlwv realise thev have an entire

7) Once the image is positioned where you want it, you can close the web browser, and the Clip Art
task pane on the side of the screen. ~

If you have time, you may want to experiment with placing shapes from the Shapes icon I_T_}
Insert tab on your page. Arrows s, Rectangles L1, Ovals ©, Text boxes . shapes

-

8) Experiment with modifying Clip Art images like in the example below.
i GG, 6 4 (shape Fill -

3] 494 em
o4 5.18 em

Theme Colors

1 IIIIIREd,Accent 2,1
'

Change the fill colour by
clicking the Shape Fill icon
Select parts of the picture (you  under the Drawing Tools Format
can hold shift and click to select tab.
more than one part)

Cut

53 Copy

[ Paste Options:
#

Edit Picture m

Save as Picture..,

— E‘g Change Picture..,

Edit the clip art picture
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Using Microsoft Word 2010 Working With Objects

Some drawing shapes

=
L TT

Modified picture

Tip For more tips & information on working with shapes, refer to the PowerPoint Exercises.
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